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With the cooperation and help of the California Association oT School Business Officials, 
the Cahfornia State Departmerff of Education has prepared the 1980 edition of the 
California St hook Accounting Manual for use in California public schools And the 
C ahfornia State Board of Education, acting under the provisions of Education Code Section 
41010 and on' the recomrrlendation of the Educational Management and Evaluation 
Commission, has approved this new edition as the official manual for California public 
school accounting ' 

The accounting prgcedures outlined in this official manual" have been field tested by those 
responsible for Cahfornia public school accounting We know that the officials responsible 
for the accounting practices employed b> California public schools are qualified to do their 
work well We are therefqre certain that the work of these official*, as evidenced in the 
California School Accounting Manual, will meet with the approval of all of- you who have 
responsibility for the operation of California's public schools 
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Superintendent of Public Instruction 
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PREFACE 



t ahforma^school districts arc required by law to prepare financial reports and annual 
budgets that show all purposes for which the districts will need financial support I hoe . • 
reports and budgets arc prepared on tortus prescribed by the Superintendent ot Public 
Instruction The county superintendents ot schools are required to make annual financial 
reports to the Superintendent of Public Instruction which show for each school district y? 
- tlueir respective counties the amounts expended for each classification ot expenditure • 
designated by the Superintendent of Public Instruction * ' 

The California Association of School Business Officials has for.j number ot \ear*;been 
cooperating with the State Department ot hducation m the preparation ot the accounting . ^ 
manuals that have been' published b\ the Department ot I ducatioY tor use by the school 



districts* and offices ot the county supenhhmdents ot schools Ihejfrstpt these, Ilafidhoyh 
of Instruc turns for the Classification oj Sc hool Expenditure's, was published in I 939 In this 
manual the expenditure classification* and the instructions conformed with those being 
employed b\ the 1 United States Office 'of Lducatibn Tim handbook ^Ontamed instructions 
for the classification of expenditures, distinguished between supplies and equipment and 
defined accountmg^terms A second handbook. The of lhatenients oj School 

Revenue and Expenditure, was published in 19^1 ™ . 

In 1944 the tirst handbook was reused 'to contain the expenditure classification and 
procedures then Yecommeiuled by the tmted States Olj^ of Lducation I his edition of the 
manual, known as the California School \ccounting \lanual. Parts was then revised in 
1951 to secure addition al segregation of expendrture classes and to provide clarification of 
the instructions A supplemental g?ude. Supplement to California School Accounting 
( Manual, pibhshed in 1954. was Jevoted to general ledger and stores >\stem accounting and 
to classification ot income ' \ K 

In 1957 the U S ()\f\cc ot I ducation pifblishcd./ ///a/k/a/ Xccounting for LoCal and State 
School S\stem\ Standard Receipt 'and LxpendUure Accounts, which was intended as a 
guide for nationwide standardization ot accounting -practices Although -certain ( alif'ornia ~ " 
laws, practices and procedures made it impractical. „ it. not impossible, to ado^t all the 
procedures recommended in that federal publication. • in 1 96 1 the Calijurnttt School 
Accounting Manual was revised to coJipK with as manv, ot the federal tecommendations as 
. possibly The 1 961 revision of the manual contained foLrrp^irts 'Income" kk Lxperuiihires" 
"bqui^ment. Supplies, Improvement of Sites. Buildii>g f ixtures' and Sen ice Systems" and 
■ "Stores System Procedures. Controls, and Accountitrg w 1 

The 1964 edition of the California Sc hool Accounting \fanual contained three new parts 
developed by accounting committees of the California Association of Public School Business . > 
Officials - "General Ledger Accounting." "Program Cost Accounting." and "Accounting 
Terminology" *» ' 

. jn 1966 the California School Accounting Manuak 'P'drt I. "Income." was revised to 
proyidcMjKome accounts for the many new federal programs ■ 

The, 1968 and 197,1 editions served to update the .1966 edition 4 

A revised school accounting system was presented in the 1973 ctlition of the .California * \ 
^School. Accounting Manual Procedures and codes were established for the accounting of * 
income and expenditures by object, rather than by function The new manual provided 

v * 1 



maximum flexibility as the object accounts could be combined in any number ot ways to 
illuminate program expenditures • N . ^ 

The 1976 edition ot the California School Accounting Manual provided methods to 
amount for income and expenditures in instructional and support programs Account codes 
and required amounting and reporting procedures were introduced 111 parts I, 1J. JIL and IV. 
and procedures tor stores systems and general ledger accounting were presented m Parts V 
and>;i ' • ! 

This edition of ihe* California School Accounting Manual incorporates the 1977 
amendments, which were developed b > ^e members of the Accounting and Budgeting 
Research committees ot the Cahiorma Association ot School. Business Officials in 
cooperation with ( alitorma State Department ot Ldiuation staff Upon recommendation ot 
the Educational Management and [valuation Commission, the California State Board of 
(duration approved the amendments in accordance with education Code Section 41010 
The amendments do the following * * v 

* 1 Clarity the definitions and improve the methods ot distnbuting'direc* costs and direct 
support costs to programs 
2 Stress the importance or distributing direct support costs,- and specify that indirect 

costs shall be allocated to all programs 
3" Require the submission ot a comprehensive supplemental 'annual financial report 
(form J -41 A> which will display the distribution ot costs to all programs at the same 
time TlTis report will replace se\eral separate reports previously required 

> 

These amendments are effective tor the 1980-81 fiscal year, and tlie annual financial 
report tor all programs. Form J-41A wall be due September U 1981^ based on these 
provisions ^ 

WlfLIW; U WHIHALCK ' ST! PHI \ L P\RODI 

t)ff4t*%>i!»rmrfhfint . ' . ( hl ' ' 1 '*> <" 4 * ld,u c 

ft>r \d>vnustra!tut ■ t H'tnau 

J \( 01 1 I ROSS 

l^//i \at< Snj't ri"tf nJt and ( hi> ! 
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INTRODUCTION 



Today we are in the midst of a great upsurge of 
public int^re^t in school programs, budgets, and 
finance. Schools are performing new services tl^at 
previously were not part of public education. In 
this environment educators need toqls to interpret 
educational programs to their communities and to 
legislators. Some of the needed -tools are precj^ 
accounting terms that are easily understood. These 
tobls "enable educators tp highlight the many 
programs^in^a school system and to relate' these 
programs to their costs. 

Definitive costs such as teachers' salaries are easy 
to understand; however, they give only part of the 
financial picture. The other part is the activity or 
program, comprised of object expefifiitures such as 
textbooks and supplies. These objects are pur- 
chased and are charged to the pygram they serve. 
This procedure is known as -accounting by pro- 
gram, program accounting, or program cost 
accounting. 

Parallel to program accounting as a concept is 
program budgeting, defined as a grouping of pro- 
posed expenditures and anticipated income accord- 
ing to the series of. activities or program they are 
intended to support. When objects bf expenditure 
are so grouped, they form a program expenditure 
budget After expenditures have been made, the£ 
may be analyzed according to the same object 
classifications us&d in the program budget to give a i 
complete picture of the program as budgeted antl 
as actually carried out. 

A program budget lists and summarizes what is 
needed to accomplish program aims. The number 1 
of teachers is determined, and their salaried are 
estimated. Textbooks, supplies, equipment, and 
other requirements are listed along with their cost 
estimates. The total requirements constitute the 
program expenditure budget. This process' pro- 
duces a list ok objects of expenditure that is 
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meaningful to educators, members of governing 
boards, legislators, and the community. Thus, with 
varying degrees of refinement, the program budget- 
ing process is essentially one of listing the objects 
needed to accomplish the program's aims. This 
process is presently used by school districts receiv- 
ing categorical aid. 

This accounting ' manual presents a format for 
collecting and presenting data that can be u3bd in a 
variety of ways to serve the educational purposes 
of school districts and the state. The manual 
provides maxim\yn flexibility to districts 'because 
its object accounts can be combined in any numbfcr 
of ways to illuminate many different kinds of 
programs. T^ie district defines its programs'and the 
district decides exactly how object items are to be 
combined. Therefore, the accounting manual pro- 
vides the flexibility to budget, account for, <and 
report the costs of whatever programs are operated* 
\m California school districts. , 

Special Features of School Accounting 

fundamental principles of accounting theory 
apply to governmental accounting, including public 
school accounting, as well as to commercial 
accounting. The basic principles dre a3 follows: 

Uniform nomenclature, adequate to satisfy tech- 
nical requirements yet understandable to the 
layman, should be used. 

. Data should be organized in a manner conducive 
to prompt and accurate preparation of reports 
and financial statements. 

A double entry set of accounts should be 
maintained on a modified ca§h basis. 

The accounting system should be organized in a 
manner that wifl facilitate efficient prepa- 
ration of the periodic audit. 

.11 



Tlje records should help guarantee*that expendi- 
tures will be made according to legislative, 
- administrative, and governing board intent. 
Data should be organized fc to facilitate tl\^ 
preparation of iuture budgets. " 1 ' 

The special features of school accounting are 
presented and discussed in this section. 

Fixed Asseft Records 

Altbbugh the fixed assets 0 f a school district 
have httle bearing on a district s solvency, records 
of fixed assets (t\g . investment in land, ground 
improvements, buddings, and equipment) shall be 
maintained in accordance with Education Code 
-Section 35168. The records prdvide basic informa- 
tion for administrative control and insurance 
valuation , , 

rixcci asset accounts should be charged with 
capital outlay expenditures from all funds either 
currently or by a summary enttf at the end of each 
fiscal ygar. At the same time, a reserve account 
entitled "Investment in Fixed Assets" should be 
credited with a like amount. Fixed asset fetire- 
ments and adjustments are treated in a similar 
Tnanner by appropriate charges or credits to these 
accounts. 

Depreciation records on fixed assets generally 
are not maintained in tax-supported agencies 
except in the public utility type of agency. 
Memorandum depreciation records s may be 'main- 
tained if desired to reflect future liability for fixed 
asset replacement. 

Long-term Liabilities 

The long-term financing of a goyemment unit is) 
different from private enterprise in thpt the bonds 
issued by i business concern are usually secured by 
the fixed assets of the issuing concern. Govern- 
mental bonds are dependent for security upon the 
ability of the school' "district to raise money 
through taxation. 

Bonded debt accounts are maintained by the 
•county aruditor, and data are usually furnished the 
school district annually regarding the budget 
requirements 4 for the Bond Interest and Redemp- 
tion Fund. However, school districts should keep 
memorandum records of the honded debt in cfrder 
to have at hand complete data regarding such 
indebtedness, present'and future tax requirements 



for bond redemption and interest, and'potential 
additional bonding cagacity of thekdistrict 



Revenue 



i 



The National Committee on Municipal Account- 
"ing defines revenue aS "additions to assets which 
do not- increase aTiy liability, nor represent tip-, 
recovery of an expenditure, nor represent the 
cancellation of liabilities without a corresponding 
increase in other liabilities' or a decrease in assets." 
Furthermore, it notes that "revenue referS to an 
increase in the net resources or surplus of a fund." 
Tlie .committee also points out that not all 
increases in the net resources of a particular fund 
"result in an increase in the net resources of the 
municipality a§ a whole, since the "resources of 
another fund may decrease correspondingly." 
/Fund revenues are . ordinarily classified as to 
source, suCh as f^leral subvention, state apportion- 
- ments, or district taxes. 

Expendkures 

Expendjtures represent charges against appropri- 
ations. If the accounts are kept on the accrual 
basis, the term expenditures includes total charges 
incurred, whether paid or unpaid. When the 
accounts are kept on a cash basis, the term covers 
only tlfe actual cash disbursements. 

Appropriations , f * 

An appropriation is an allocation of funds, 
income, or estmiated income made by fhe govern- < 
ing board of the school district .for specific 
purposes, usually limited as to the time When it 
may be expended. 

Appropriations made by the governing board 
authorize the schqpl disjnet to spend certain sums 
of money for definite activities. An appropriation 
specifies* in some detail the exact purposes for 
which expenditures may be made, the amourit to 
be spent, and the period of time during which the 
expenditures are to be made. - * 

Even though expenditures are carefully planned, 
changes in appropriations are sometimes necessaTy. 
Certain contingencies may arise- that require addi- 
tional appropriations. A contingent reservfe (Appro- 
priation for. Contingencies) is provided from'which 
the governing board „ may authorize transfers to 
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activities for which iqsb^jjgjent funds were pro- 
vided in the 'original appropriation. 

Encumbrances c 

• In order to keep commitments withi'n the 
'financial plan, obligations in the Form of purchase 
orders or contracts that are to be met frorruan 
appropriation are recorded as a restriction -of the 

• appropriation balance. By this means the adminis- 
tration has a? control to prevent the overexpendi- 
ture of an appropriation^ / 

•When .encumbrances are not formally entered 
against the appropriatijorvaccouflt, if is possible to 
approve commitment^ that may exceed 'Jhe 
amount allocated to the appropriation. ThS oGliga- 
tions cease to be encumbrances when paid. 

Fund Balance * , 

The term fund balancer with $uitablt*quahfica- 
tipn,. is emptoyed to denote t4ie excess pf assets 
ov$f liabilities, or, at ot^oer times, expep'bf re- 
sources over the sum of obligations, ( re$^ves, and 
Umencimibere (^appropriations. 

Funds 

* .The National Committee on Municipal Account- 
ing defines the term fund as n kt sum of motley or 
other resources (gross t)r net) set aside for the, 
.-purposed? carrying on specific activities or attain- 
ing certain olljecUyes in* accordance with special/* 
regulations, restrictions, or limitations and consti- 

• tutuig an •independent fiscal and accounting 
entity/' Thus* tlije accenting structure of a fupd v 
'ma\ include all the usual general ledger accounts." } 
e j^L assets, liabilities, fund balance, income, expen- 
ditures, appropriations, and encumbrances. The 
-records may or may not b 6 e physically separated 

from other funds, but the fund will be a complete 
and .separate entity yielding distinct financial 
< reports. In a number ol cases/specific expenditures 
' may be legally made from two or more different 
funds. In a few ^instances, tlie law authorizes 
transfers from one fund to another by resojution 
of the governing board. 

Classification of Funds 

The number of kinds of furlds.authoitzed by law > 
may vary from time to time. In -addition to the 



General -Fund, same of the typical funds used bu 
school districts are thefBuflding Fund/State School) 
Building Fund, and Cafeteria Fund. However. ' 
taking into account the restrictions involved \n 
each fund 1 , the greater fhe number of funds, the 
more rigid th<? financial* administration becomes. 
Therefore, in the absence of legal requirements, the 
organizational unit should establish as fev^ftinds^as - 
possible. * ^ 

. The budget is a piopOsed plan oi expenditures 
and Hie- means of financmg tltese expenditures,' 
taking into account the necessary- legal" require- 
ments. The annual financial and budget reports are . 
fiscal docun*nts exhibiting actual income ah<> 
expenditures of"' prior, fiscal >ears, the propp s w w^ 
appropriations for expenditures, and tlie proposed 
sources of mepme to meet these appropriations for 
the succeeding fiscal* year in every fund of the 
school district. 



' Book^TrMwginal Entry 

.Transactions Qf several kinds -are recorded in 
documents such as apportionment notices, cash 
receipts, deposit records, requisitions, purchase 
orders, warrants, ' and warrant registers. These 
• documents should be employed for direct or 
summarized posting to ledger accounts. They' 
Should indicate the accounts affected by account 
name or number. t 

Documerits that represent transactions of any.* 
one kind and that are numerous and .regularly 
recurring are Visually recorded consecutively an ' 
cly;onologically in specialized registers. These regis- 
ters are employed for the accumulation of totals of 
a number of similar transactions to reduce the 
•number of postings* tO general ledger accounts. 

Every accounting system needs a journal or 
system of journal vouchers, other than special 
registers, for the formaf recording of those 
infrequent entries for which no other provijjdjnMs 
made; tftf? opening adjusting, and closing emries, 
and fot posting to 16dgers. Standard commercial 
forms are suitable in many cases. 
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Financial Reporting 



Jo meet* the state's legal requirements' governing 
the submittal af school district budget and finarr-^f 
eial information, school distrrci^lrrust submit two* 
basic fiscal reports at the v end of each year-the 
Annual Financial and budget Report, Fond J-41, 
and the Supplemental Annual Financial Report, 
Form J-41 A. 

Annual Financial and Budget Report 

Tlfc Armual Fmanctal and Budget Repo;t has 
threJ distinct sectiuns (I) IrtconUut^ Source, (2) 
Expenditures hy Object, andJ(3) Expenditures by 
Jram Each section shait contain data tor the 
pre^fting fiscal year (actual), the last completed 
fiscal year .(actual), .and ^ the ensuing fiscal year 
(budget)* * „ 

1 Income by Source The Income by Source 
section is used to^emi/e Beginning Balance, 

, Income by SourCevand Incoming Transfers. A 
sample reporting document is illustrate*! in 
Exhibit l-A. 1 

2 Expenditures bv Object The f xperjditure by 
f^bject section is used to itemize the va/Kjus 
. dassifllfttians o^ Expense, Other Outgo, and 

infF " 



Kndm|F Balance A sample reporting docu- 
ment^^uslrated-in Exhibit l-B { 



3. Expenditures by Program'- The Expenditures 
by Program. sectiJh is use'd to summarize the 
costs of Instructional Programs, Support Pro- 
grams, Auxiliary Programs, and-Other Outgo. 
A sample reporting document fs illustrated in 
Exhibn I-C. 1 Program classification defini- 
tions are given in Exhibit ED. V 

Supplemental Annual financial Report 

The supplemental Annual Financial Report, 
Exhibit I-f, provides for a comprehensive report 
which displays the distribution of costs to all 
programs at the same time. This report also, 
replaces various separate reports" previously 
required. * 

A Sample Program Budget form is given in 
Exhibit 1-F. Districts wilffind the u1e of this fornj 
helpfid in the development of costs for fhogrartis 
and special projects. When completed, the budget 
dpcument should show projected expenditures by 
program or project and income b\ source of funds. 

Districts should use the preceding year's indirect 
cost rate in the development ot the program or 
project budget. v 

1 1 he actual \nnual I manual and Kuduet Report document con- 
tains more speutk inlormation and instructions 
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Exhibit I -A - Income by Source 



ANNUAL FINANCIAL AND BUDGET REPORT 



Preceding 
fiscal year 
(Actual) 
Cot 1 



Last 
completed" 
fiscal year 
(Actual) 
Col. 2 



Ensuing 
fiscal year 
(Budget) 
Col. 3 



BEGINNING BALANCE, JULY 1 ' 

Cash in County Treasury /. . . 

Cash in Bank(s) (E.C 52704) •/.'... 

Revolving Cash Fund (E.C. ,42800-42805, 42810) 

Cash Collections Awaiting Deposit (E.C. 41001-41021) . . 

Investments' (at cost, E C. 41015) 

Accounts Receivable (reported on Form J-43A) . . 

Stores * * 

Prepaid Expense • 

Other Current Assets 

TOTAL CURRENT ASSETS ... 

Less. Current Liabilities and Deferred Income (reported on 

Form J-43) ... ... 

NET BEGINNING BALANCE (must agree with Net Ending 

Balance reported for pnor/year) v . . 

Adjustments to Accounts* Receivable . 
Adjustments to Current Liabilities . 
ADJUSTED NET BEGINNING BALANCE . ... . | 
(Summary-Net Adjusted Beginning Balance) 

Restricted ........ 

Unrestricted^ ... * . 



xxxx 
xxxx 



INCOME dff SOURCE 
8100-8400 Federal Income 

81 10 ^aintedance and Operations (P.L. 81-874) 

8130 School Construction (P L 81-81.5) 

8140 Education Professions Development Act 

(P.L 90-35) ,\ ... 
8150 Economic Opportunity Act (P L 88-452) 
8160 Elementary and Secondary Education Act 

(P L 89-10) 

81 70 Comprehensive Employment and Training Act of 1973 

(PL. 93-203) 

8180 Special Education (RL. 94-142) 

8220 Child Nutrition Programs . ..." 
8240 Vocational Education Amendments of 

1^68 (P L 90576) 

8310" Forest Reserve Funds . 

8320 Flood Control Funds ... 

8330 U S. Wildlife Reserve Funds, 

8480 "Miscellaneous Funds" 

8490 Other Federal Income . 

Subtotal . . . , 



8500 Combined Federal and State Income 

8530 Children's Centers 

8580 "Miscellaneous Funds" . . 
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Exhibit l-A (Continued) 



8500 Combined Federal 6nd State' Income (Continued) 

8590 Other State^and Federal Income 

' p , Subtotal ...... 



Preceding 
fiscal year 
(Actual) 
Col. 1 , 



Last, 
completed 
fiscal year 
(ActM) 
Col. 2 



Erisutng 
fiscal year 
(Budget)- 

Col. 3 



4£ 

8620 
86p0. 
8840* 



State Income ^ 

W Principal Apportionment . 

Spepia1 5 Purpose Apportionment 

Allowances 

Agyotfipnment for School Facilities .... 
^^rortionment for Children's* Centers . . 
Aj^ytionment for Development Centers 

867V *Tax FlKf Subventions 

8680 'HJiscelfcneous Funds" 

\J690 Other State Income * 

* Subtotal 



8 



XXXX 



8700 County Income 

8720 ^Eqyphzation Aid Offset Tax 

8750 Contract Services 

9760 County School Building Aid 
8780 "Miscellaneous.Funds" - . . 
8790 Other County Income . . . 
s Subtotal 



8800 
8810 
8820 
8840 



!50 
60 
8870 1 
8880 
8890 

8900 
8910 
8920 
8930 
8940' 
8990 



Local Income 

District Taxes .... 

City end County Taxes 

Sales 

8841 SaleoflBonds 

8$42 Sale of Equipment and Supplies 

8843 '"Sale of Land and Buildings * . 

8844 Food Service Sales 

8845 Sale of Publications 

8849 Other Sales .... . . . .. 

Rentals and Leases 

Interest 

Fees and Contracts 

"Miscellaneous Funds" . . . . 

m Other Local Incotne 

Subtotal 



Incoming Transfers 

Junior High School Tuition . . 

Otrjer Tuition 

InteVfund Transfers 

Special Education Master Plan 
Other Incoming Transfers . . . 
. ^Subtotal 



TOTAL INCOME 

TQTAL, NBT BEGINNING BALANCE 
ANO INCOME .... ..... 



Exhibit l-B - Expenditures by Object 



ANNUAL FINANOAl AND 0UDGET REPORT 



EXPENDITURES BY OBJECT 
1000 Certificated Safaris 

* 1 100 Teachers' Salaries . . . . . . . . , 

1200 School Administrators' Salaries , ^\ 

1300 Supervisors' Sal a net i 

1400 * Librarians' Salaries * , 

1500 Guidance, Welfare, and Attendance Personnel 

Salaries . . ' 

1600 Physical and Mental Health Personnel Salaries ^ * 

^# * 

17Q0 Superintendents' Salaries 

1800 Other Certificated Salaries of Distxict and County 
^ Administrative Personnel 



Last 

Preceding completed Ensuing 

fiscal year fiscal year fiscal year 

(Actual) (Actual) (Budget) 

CoL 1 Col. 2' , . Col. 3 



1 900 Othei' Certificated Salaries'* 
Subtotal : 



2000 Clessff itd Salaries v 

2100 Instructmnal Aides for Direct Teaching Assistance 

Salaries 

2200 Classified Salaries of County Superintendents' Offices 
and District Adminstrative Personnel 

2300 Clerical and Other Office Personnel Salaries 

2400 Maintenance and Operations Perspnnel Salaries 

2500 Food Service Personnel Salaries 

2600 Transportation Personnel Salaries 

2900 Other Classified Salaries . . . .* 

Subtotal % 



3000 Employee Benefits ^ \ 

3100 State Teachers' Retirement' System Annuity Fund r > 

31 10 State Teachers' Retirement System ^ 

. - for Teachers . . . . 

3120 State Teachers' Retirement System 

Other than Teachers .... , . 

3200' Public Employees' Retirement Fund , 

3210 PERSfor Instructional Aides — 

3220 PERS for Other than Instructional ^ 

Aides • 

3300 Old- Age, Survivors, Disability, and 

Health Insurance . . . 

3310 OASDI for Instructional Aides k — . , — 

3320 OASDI for Other than -instructional 

Antes — 

3400 ' Health and Welfare Benefits . : 

3410 . Health and Welfare Benefits for Teachers and ^ • 

, • Instructional Aides — : 

3420 Health and Welfare Benefits for All Other 

Employees E — 
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Exhibit \ -B 1 (Continued) ' 



3000 'Employee Beneftts(Continued) j ^ 

3500 State Unemployment Insurance 

3510 , Unemployment Insurance for Instructional 

Aides . . . . °. . f . . , 

3520 Unemployment Insurance for All Other ^ 

Employees : . . * . . 

3600 Workers' Compensation Insurance 

3610 Workers' Compensation Insurance for Teachers 

& Instructional Aides 

3620 Workers' Compensation Insurance 
( for All Other Employees .... 

3900 Other Benefits 

Subtotal . . 

4000 Books, Supplies, and Equipment Replacement 

4100 Textbooks 

4200 Other Books \ 

4300 Instructional Materials and Supples 

4400 Instructional Media Materials and Supplies , . . . 

4500 Other Supplies 

4600, Pupil Transportation Supplies ... 
4700 Food Services 

4710 Food 

4720 Meals for Needy Pupils .* 

4790 Other 

4800 Equipment Replacement 

Subtotal k 

5000 Contracted Services and Other Operating Expenses 

5100" Contracts' for Personal Services . . . ^« 
5200 Travel and Conference Expense 
5300 Oues and Memberships ...... - ... 

5400 Insurance 

5410 F»re and Theft . . . 

5420 .Liability Insurance 

5430 Fidelity Bond Premiums 

5440 Pupil Insurance. 

5500 Utilities and Housekeeping Services 

5600 Contracts, Rents, and Leases 

5700 ' Legal, Election, and Audit Expenses 

5800 Expense for Administrative Districtwide Operation 

andy&ther Services • 

Subtotal . . 



Preceding % 

\ fiscal year 
^ (Actual! 
. Got. 1 



Last 
co ni pie ted 
fiscal year 
(Actual) * 

Coi. a 



Erisutng 
fiscal year 

(Budget) 
• -Qol. 3 



6000 Sites, Buildings, Books and Media, and Equipment 

6100 'Sites and Improvement of Sites 

6200 Buildings and Improvement of Buildings 

6300 Books and Media for New or Expanded School Libraries 

6310. Library Books 

6320 Library Materials 

a 
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Exhibit I B (Continued) 



6000 Sites, Buildings, Books and Media, and Equipment (Continued) 
6400 Equipment 

* 6410' Audiovisual Equipment 

6420 Library Equipment 

6430 Food Service Equipment ^ 

6440 Pupil Transportation v Eqwpment 

6490 All Other Equipment ¥ . . 

Subtotal *.* /. 



Preceding 
fmxlyeer 

(Actusil 
Col. 1 



Lut 

. completed 
* ftscet yeer 
(Actuel) 
Col. 2 



Ensuing 
ftecelyeer . 
(Budget) t 

JCol.3 / 

/ 




Total expenditures i looo-egeer 

7000 Other Outgo 
7100 Debt Service V 

71 10 Annual Repayment on Account of Public 

School Building Apportionment \ 

7120 Annual Repayment on Account of State 

School Buildtng Apportionment . . . ." 

7130 Bond Redemption 

7140 Bond Interest and Other Service Charge* 

7150 Repayment of State School Building Fund 

Aid by Warrant to the State Treasurer for 

Bond Sales 

7160 Payments to Original District for Acquisition 

of Property '. . . r ... . 

7190 Other Pay menu . s 

7200 Outgoing Transfers 

7210 Junior High School Tuitio'n for Grades Seven 

'af>d Eight N . 

*- i 

7220 Tuition under interdistrict attendance 
agreements fpr general or specific 
instructional services, including 
transportation, for designated pupils 

7230 Education provided in a tuberculosis or polio 
ward, hospital, or sanatorium maintained »• 
by a couTity or grouajof counties 

7240 Tuition and transportation of children 

fttending classes for^ physically handicapped, 

• educationally handicapped, multiple handi- 
v capped, and mentally retarded maintained 

by at county superintendent of schools 

and/or other school districts % 

^ 7250 Tuition paid for. current expenses to 

w i • regional occupational centers or programs 

operated by other school districts, county 
superintendents olf schools offices, and 

* regional occupational centers operated 
under a joint powers agreement . x . 

^260 luition paid to regional occupational centers 
or regional occupetibnal programs for capital 
outlay expense only # , 



x 
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Exhibit I B (Continued) 




'7320 



7330 



A 



7200 Outgoing Transfers (Continued) 

7270 Tuition paid for nonimmigrant children, 

• . ^ ■ noncitizen Children, and children residing in 

foster homes anfl children's institutions . . . 
7280 Tuition paid for the education of exceptional 

children for whom no appropriate special 
, education facilities and services are \ 

* . available or can be provid 
7290 -Other Tuition 

7300 I nterfund Transfers ■» 

v 7310 From the Generaf Fund to the Child 

Development Fend and the Development * 

Centers for Handicapped Pupils Fund \ 

Between the General Fund and the .Special . 

Reserve Fund * . . . 

To the Public School Building Fund or to the 
State School Building Fund from all other 
funds of the district, any monies of the 
district which are required to be expended • 
for the project for which such apportion-. 

ment Was made \ n ^ . . . . 

From the Bond' Tnterest arnJ Redemption funds, \ 
after all pnncipar*ar>d/n^rest payme»ts have, « 
been made, to the General Fund 

Tolhe Defened Maintenance Fund 

Other authorized'interfund transfers . .* . +. . 
7400 Other Transfers ( ' 4\ 

7410 Transfers from- funds of lapsed or reorganized 
scftool districts to another school district 
Transfersto the County School Service Fund * 
for the education of mentally /etarded 

minors . . . . . , B 

Transfer to the-Gounty School * „ 

Service Fund for special educatten'students . 
Transfers to Districts for Special 

» Education Master Plan, 

V AJI other transfers 

7900 Appropriation for Contingencies . 

Subtotal . * 



Preceding 
fiscal year 
(Actual) 

Col. / 



Last 
completed 
fiscal year 
, (Actual/ 
Col. 2 



tnsQing 
fiscal year 
(Budget) 
Col. 3 



7340 



7350 
7390 



7420 



7430 



7440 



7490 



XXXX 



XXXX 



TOTAL EXPENDITURES. QTHER* OUTGO. AND 
APPROPRIATION FOR CONTINGENCIES . . 



ENDING BALANCE, JUNE 30 

1. Cash in bounty Treasury . 

2. Cash in Bank(s)- : .... 

3. Revolving Cash Fund 

4. Cash Collections Awaiting Deposit . 

5. Investments (at cost) * 
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Exhibit I B (Continued) 



Pr&codmg , 
fiscal year 
t (Actual) 
Col 1 . 



Last 
completed 
fiscal year ^ 
(Actua/I 
Col. 2 



Ensu/hg 
fiscal year 
(Budget) 
Col 3 



6. Accounts Receivable 

7 Stores . # 

8 Prepaid Expense 

9. Other Current Assets 
10 General Reserve, June 30 



xxxx 



xxxx 



TOTAL CURRENT ASSETS ( , . ; 

Less Current Liabilities (reported on Form J43) 

NET ENDING |AL^fE * 
(Summary of Net Ending Balance) • 
Restricted ^ „ 

Unrestricted % \ ' ^ % 9 



TOTAL EXPENDITURES, OTHER O^TGO, AND 
APPROPRIATION FQR CONTINGENCIES PLUS 
NET ENDING BALANCE 



« % 
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Exhibit - Expenditures by Program ' 



ANNUAL FINANCIAL AND BUDGET REPORT. 



instructional Programs • ' 

General Education . , - • 

Preformal ° • . - • K . % , * 

EJementajy . % . . ' .** 

^ Secondary ,* s . . * *- ' . * 

Regional Occupational C*nter$ or Programs* . 

1 Adult . . . * 

Total General Education 
Total special Education 

TOTAL INSTRUCTIONAL PRC^RAMS 

SUPPORJ SERVICE PROGRAMS (pIS^RICt TQTALS) 

SpeciarProjects ^Federal and State Categorical Aid- 
Programs) 

Instructional Support / . 

¥ Instructional Administration 

Instructional Media , 
School Administration' 

TotaUnstructional Support ; -•* 

Pupil Services 
. General Support 

District and County Superintendents Administration 
Maintenance 

• Operations 

* Trantfc>ortation* , ^ } 

Total General Support 1 

TOTAL SUPPORT SERVICE PROGRAMS 

AUXILIARY 'PROGRAMS 
Community Services 
Food Services 

Facility Acquisition ancl Construction 
TOTAL AUXILIARY PROGRAMS 

TOTAL INSTRUCTIONAL -PROGRAMS, SUPPORT . 

SERVICE PROGRAMS, AND AUXILIARY 

PROGRAMS A 
W 



Preceding . 
fiscal year 
(Actual) 

•Co/. ; 



* tast 
completed 
ftscal year 

(Actual) 
Col. 2 



^Ensuing 
fiscal ye?r 4 
(Budget J 
Cot 3 
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% Exhibit l-O {Continued) 



9 / • - * * ' 

OTHER OUTGO . ; 

Tuitror\ .'. . . ...\ .*. ..: \ 

All Other Omgo . . *. . . .* 

• TOTAL OTHER OUTGO .... •. . . 

f « % 

Appropriation For Contingencies . . . w 

% L Net Ending Balances (• \ • ' - . 

grand total, expenditures for instructional 
Programs, support service programs, " 
t ' auxiliary f^ograms,»0ther outgo, and net 
* "ending balances . . 



Preceding 
fiscal year 
(Actual) 
Col. 1 



XXXX 



Last 
completed 
fiscal year 
(Actual) 
Col. 2 



XXXX 



Ensuing 
fiscal year 
(Budget)- 
Col. 3 
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Exhibit 1-0 



PROGRAM CLASSIFICATION DEFINITIONS 



1 t f The following definitions are applicable to the 
* program categdriss^ shown in Exhibit 1-C. The 
examples, of direct charges' are representative and 

* are-not all-inclusfv^ v 

Instructional Progj^ls 

General Education. The^ general Education in- 
structional programs include preforrnal, elemen- 
tary, secondary, regional- occupational centers or 
programs, ^nd adult education. 

General education instructional programs are 
instructional activities designed primarily to pre- 
pare pupils for the common activities as citizens,' 
including occupational preparation. ^Direct instruc- 
tional program charges include salaries of teachers, 
including amounts paid fo? chairing an academic 
department, aides' salaries; ^mployee benefits; 
textbooks; instructional supplies; equipment 
replacement; and additional equipmeat. 

Examples of^rvices excluded as direct charges 
to instructional programs are maintenance of 
equipment (to> be charged to the maintenance 
program); field trips (to be ch-argefl to the trans- 
portation program); and custodial services, utilities, 
and -so forth (to be charged to the operations 
pr6gram). 1 

For exceptions to these examples, see the 
discussion under Special Projects in this section. 

• Special Education. Special edUfcation instruc- 
tional programs are direot Instructional activities 
designed primarily to deal withr special pupil 
characteristics of an exceptional nature. The activ- 
ities are the same as for general education. 

♦ Transportation of special education pupils is to 
be a direct charge. to the transportation program 
and subsequently transferred to the appropriate 
special education program as a direct support cost. 

Life of Grade Span / 

Preformat means those programs and services 
provided by the district for children of prekinder- 
garten age. 

Elementary means those programs and services 
provided for pupils enrolled in kindergarten 
through grade six or kindergarten through grade 



eight in unifiedtdistricts, and kindergarten through 
grade eight in elwngntary districts.' 

Secondary nadans those programs and services 
provided for pudils in grades seven through twelve 
or nine throuah twelve in unified districts/ grades 
nine throLKjtr twelve in high school districts, or 
grades setfen through twelve in high school districts 
' maintaining junior high schools. 

Regional occupational centers or programs 
(ROC/ROP) means those vocational or technical 
training programs and services provided as defined, 
in Education Code sections 52300-5233t) and 
California Administrative Code, Title 5, Education, 
sections 11 500- 11 508. 

Adult means those programs and services pro- 
vided for adults, as defined in' Education Code 
Section 52610 and California Administrative Code, 
Title 5, Education, sections 10500-10591. 

Support Service Programs 

A 

Special Projects * 

Special projects are projects and programs that 
may have their own project directors; are approved 
and funded b^State, federal, or private agencres 
and require special project budgets and audits; and 
may require financial reports. They^usually are 
entirely in support of an instructional program or 
another support program. Direct charges shall be 
made to a special project when the expenditure 
classification has 'been expressly funded by the 
donor. 

The charging of donor-authorized>costs directly 
to special projects means that the district may 
never have available the total expenditures made 
from all funds for various support items such as 
administration, pupil services, operation, main- 
tenance, transportation, and so forth. Although it 
is not required for state reporting, the district 
should display at the end of the fiscal year the 
total expenditures in each of, these support, 
categories by summarizing the expenditures made 
from general support and categorical aid support; 
this activity would be most helpful for local 
management purposes. * ^ 

Special projects include, but are not limited to, 
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Exhibit I D (Continued) 



the following programs: 

3. School Improvement Pijogram. 



\ 



2 American Indian .Early ChiWhood Educa- 
tion ' 
3^EQono/nic Impact Aid 
' 4. Miller-Unruh Basic Reading Act 

5. Vocational Education Act 

6. Eta^nentary and Secondary Education Act, 
Title 1 (Regular; Necjlgcted and Delin- 
quent) 

7. Elementary and Secondary Education Act, 
Title IV«B 

8. Elementary and Secondary Education Act, 
• Title JVC * 

9. Elementary and Secondary Education Act, 
Title VI 

10. Comprejiensive Employment and Training 
. Act 



Instructional Support * 

Certificated or classified employees assigned to 
instructional support programs may not be classi- 
fied as teachers or instructional aides. 

Instructional Administration. Instructional ad- 
ministration is the area of responsibility for the 
improvement of teaching through a program of 
leadership, guidance, and assistance to aid teaching 
Staff and to improve ^curriculum and curriculum 
materials used by teachers. It consists *of super- 
vising instruction, developing and improving cur- 
ricula and curriculum materials, guiding teachers in 
the use of instructional materials, administering 
sabbatical leave, providing for inservice training, 
and so forth. N 

Normal direct charges to this program iricjude 
the salaries of direictor(s) or supervisor(s) of ele- 
mentary and/or secondary instruction or curric- 
ulum ' laboratories, clerks, employee benefits,' 
consultants for inservice training, instructional 
supplies, office supplies, travel and conference 
expenses for assigned personnel, equipment 
replacement, and additional equfpment. 

Expenses for those activities that have as their 
^purpoje overall general administrative responsi- 
bility for the entire school district or county 
superintendent's office are not charged here. These 
expenses shall be charged to the district admimstra- 
tio^i i program. v < 

Instructional Media. Instructional media is the 
program area consisting of those activities whose 
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-^purpose is to provide resources to support instruc- 
tion fdr a school or a school district. Included in 
Vhis category are. the following: 

School Library and^ Audiovisual. A school 
library and audiovisual program includes respon- 
sibility for organizing and managing library 
bookstand preparing, caring for, and making 
available audiovisOal equipment, . materials, 
scripts, and other aids to teaching and learning 
th'at have special appeal to sight and hearing. 
Activities include ordering, cataloging/process- 
ing, and circulating books >and audiovisual 
materials and equipment; planning for the use of 
the library by teachers, and pupils; selecting 
bpoks and audiovisual' materials; partipipating in 
facujjy planning for the use of books and 
audiovisuahmaterials; and guidinO/feachers and 
pupils in the use of*!he library. ^ 

Educational Television. An educational tele- 
vision program consists of such activities as 
writing, programming, and directing educational 
television programs as a part of the instructional 
program of the school or district. 

Computer Assistance in Instruction. Com- 
puter assistance in instruction for a school or a 

* school district consists of such activities as 

* writing, programming, and directing ongoing 
computer-based instructional programs and 
instructional management information prfr 
grams. M 

Direct charges to the instructional media pro- 
gram shall include salaries for librarians, library 
.clerks, audiovisual personnel, personnel involved in 
writing, programming, and directing ongoing 
educational television and computer-based instruc- 
tional programs; employee benefits; library booRs, 
regardless of where they are placed in the district; 
audiovisual materials; replacement of and addi- 
tional audiovisual and library equipment. 

Textbooks are not charged here; they are 
. charged to the appropriate instructional program. 

Computer assisted instructional activities of an 
experimental nature are not charged here; they are, 
charged to instructional administration. * 

School Administration. School administration 
constitutes those activities that have as their 
purpose overall administrative responsibility for a 
single school or several schools (but not a district). 
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Exhibit I D (Continued) 



It .consists of th$ activities performed by the 
* principal, assistant principals, and other assistants 
in the general suqtfvision of all operations of the 
) school; evaluation of the staff meiiibejs'of the 
$Chool; assignment of duties of staff members; 
supervision t>f the records of the 'school; coordina- 
tion of School instructional activities with instruc- 
tional activities of the school district; and so forth. 

Pupil Services 

Attendance. Attendance includes those activities 
that promote and improve school attendance of 
§ pupils. Attendance, services consist of such activ- 
ities as early identification of patterns ofYionatten-^ 
dance,^promotion of positive pupil and parent 
attitudes toward attendance, analysis of causes qf 
nonattendance, early action on problems of non- 
attendance, and enforcement of compulsory atten- 
dance Laws. The mechanics of attendance recording 
and reporting on a districtwide basts is charged to 
the district administration program. 

4 

Welfare. Wejfare includes jhose activities that 
assist in the prevention or solution of the personal, 
social, and emotional problems of pupils involving 
family, school, and community relationships when 
such problems have a bearing upon the quality of 
the schoolwork of pupils. It consists of such 
professional services as diagnosing the problem? of 
pupils arising out of the , home, school, or 
community; undertaking casework services for the 
child or parent or both; interpreting these prob-' 
lems of pupils for other staff members; and . 
promoting modification of the circumstances 
surrounding the individual pupil that are related to 
his or her problem insofar as the resources of the 
family, school, and community can be brought to 
bear or> the problem. These activities are usually^ 
assigne^ to such staff members as school social 
% workers, visiting teachers, or directors of school 
social work. Programs providing wearing apparel 
for chUdren are ihcluded here. 

Guimnce. Guidance includes those activities 
that help ptipils assess and understand theirSbil- 
ities, aptitudes, interests, environmental fsctors, 
and educational needs; assist pupils in understand- 
ing educational and career opportunities; aryi did 
pupils in making optimum use of educational and 
career opportunities through the formulation of 
realistic goals. Guidance includes such activities as 



counseling pupils. and parents, evaluating the abil< 
* ities of pupils, assisting , pUpils to make their own 
educational and career plans and choices, assisting 
pupils in . personal and 1 social adjustments, and 
'working with other staff members in planning and 
conducting guidance t programs. Guidance also 
ihcludes administering psychological tests and 
managing and planning a program of psychological 
Services for the' school system:. 

Counseling. Counseling -covers those activities, 
that supplement the school system reservoir df 
infcrrmati6n identifying th£ individuality of each 
.pupil, his' or her capacities, achievements, interests, 
potentialities, and needs; study the individual pupil 

§ experiencing acute problems of educational devel- 
opment to furnish diagnostic information," and 
suggest programs concerning the psychological 
aspects of these problems. 

Health, hjealth covers those activities that pro- 
vide physical and mental services' not directly 
instructional, suph as medical, dental, psychiatric, 
and pursing services. 

Directcharges to the pupil services prQgram shall 
include salaries of counselors, attendance officers, 
psychologists/ nurses, physicians, psychiatrists, and 

- other personnel authorized in the field of physical* 
and mental health who are employees of the ' 
district; salaries of secretaries and clerks; employee 
benefits, offjce, medicaf, dental, and first aid 
supplies; travel and conference expenses for per- 
sonnel employed in pupil services; contractual 
services of personnel who ate not on the payroll of 
the district; equipment replacement, qnd additional 
equipment y/ * - - 

General Support 

Administration by the Office of the County 
Superintendent and the District. Those activities 
that have as their purpqse overall general adminis- 
trative responsibility for the entire county super- 
intendent's office or school district are classed as 
Vcpunty/jdistrict administration. Direct charges ,to 
this program include payments to and on behalf of 

- governing board members arid staff; salaries of the 
superintendent, deputy, associate, area, and^assis- 
tant superintendents; business managers; personnel 
directors; and 4\ r&ctOrs of- pupil services, for the 
general direction and management of all affairs of - 

- the school district. The" cost of attendance record- 
ing and reporting on' a district-wide basis is also 
charged ttf'th is program. " t 
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Direct charges to this progranrT shall also include 
salaries of administrative secretaries and clerks and 
accounting arid purchasing personnel; employee 
benefits for all employees in this problem; supplies* 
materials; travel ai>jj| coherence expenses; equip- 
ment replacement and adomtJTONquipment. 

Salaries- and other related costsof employing 
retired personnel shall £e charged to the programs 
to which the persons are actually assigned. 

Whenever possible, initial charges for insurance 
should be direct costs to the appropriate user 
programs, such as: pupil insurance and driver 
training ^ehicle insurance to General Education; 
fidetrtyjBonds and bond liability insurance to 
- district administration, insurance on buses and 
pupil transportation vehicles to pupil transporta- 
tion; and insurance on food service vehicles to food 
services. Charges for general fire and liability 
insurance should be charged as a direct cost to the 
district administration program' and allocated as 
ditect support to jthe, ,gser program. Costs of 
insurance which carthot be specifically identified to 
ottfer purges should be' charged initially to the 
district administration program until such identifi- 
cation can t?e made * ' J* 

Maintenance Mam/enance include* those activ- 
ities that are required/to repair, restore, or renovate 
school property, including grounds, buildings, and 
equipment. * 

Included as charges to this program are salaries 
and employH^enefits for directors and supervisors 
of maintenance, .carpenters, painters, electricians, 
plumbers, and the like; necessary materials and 
supplies; rental and replacement of maintenance 
equipment; and contracts for repair, restoration, or 
renovation of the grounds, buildings, or equip- 
ment, including regrading sites; repairing retaining 
walls, walks, driveways, "sprinkler systems, and 
playground apparatus or equipment; .reseeding 
lawns; repainting; repairing or replacing roots* 
'walls, heating and air conditibning units, and 
electrical and plumbing installations; repairing 
building fixtures; resurfacing and refinishing floors; 
s moving movable walls or partitions; repairing 
instructional and noninstructional equipment; 
repairing vehicles other than pupil transportation 
vehicles; equipment replacement -and additional 
equipment^ I ~ 

Examjjjes of it&ms to be excluded are materials 
which' must be replaced 'frequently, such as light 



bulbs and fluorescent tubes, fuses, ^nd so forth. 
These items must be charged to the operatiorft 
program. 

* 

Changes of partitions (nonmovable type), walls, 
and roof structures should be charged to the 
^cilities acquisition and construction program. 

Operations. Operations are those housekeeping 
activities concerned with keeping the physical 
plant open and r*eady for use. Included are cleaning 
and disinfecting; heating and lighting; communica- 
.tions; maintenance of power; moving of furniture; 
caring for grounds; garbage and trash di^flfeal; 
laundry* and drycleaning service, including the 
rental of towels; rental of equipment such as floor 
polishers; soft water service; and such other house- 
keeping activities as are repeated somewhat regu- 
larly on a daily, weekly, monthly, or seasonal basis. 

Salaries and the employee benefits to be charged 
to this program include tbose for directors and 
supervisors 4 of operations, , custodians, guards, 
gardeners, telephone switchboard operators^Jjuck 
drivers, operations clerks, security personnel, and 
theJike. 

Supplies nOrmaJ)^ charged to this program 
include brooms, brushes, disinfectants, fuses, 
garbage cans, light bulbs and fluorescent tubes, 
mops, wax, soap, toilet paper, towels, outdoor 
flags, weed kijjers, fertilizers, offic? supplies, Equip- 
ment replac/ment, and additional equipment. 



Pupil Tmnsportation. 
means the conveying of p iff Is 



'upil Transportation 
Is to andTrbm schopl 
activities, either between home and school 'On trijSt 
to school activities or between schools. i 

Direct charges to the transportation servrces pro- 
gram shall include salaries and the respective em- 
ployee benefits for directors and supervisors, bus 
drivers, cJerks, and mechanics; gas, oil, tires, and 
supplies for the repair and maintenance of the buses; 
office supplie^ insurance on buses, and other pupil 
transportatipn vehicles, contracts for outside 
repair; contracts with individuals, other districts, or 
firms for transporting pupils, rental of buses; 
replacemei^of buses and other equipment; and the 
purchase of additional equipment^including buses. 

Repair and maintenance ot other district-owned 
vehicles shall be a direct charge the maintenance 
program. 
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' Auxiliary Programs - 

Community Services. Community services are • 
those activities that have t as their purpose 
comrriunity and school recreation and other activ- 
ities authorized by the Civic Center Act (Education 
Code Section 40040 et seq.), the Community 
Recreation Ac^ (Education Code Section 10900 et 
seq.), and Dutyfree Lunch Periods for Teachers 
(Education Code sections 44813 and 44814). 

Salaries and employee benefits for playground 
directors, noon supervisors, clerks, and other 
instructional or recreational personnel and the 
necessary expenditures to conduct activities under 
these acts are record^ as -direct charges to this ^ 
program. 

Fringe Benefits on Behalf of Retired Persons. 
Direct cfwges to this program , include all fringe 
benefits paid on behalf of retired personnel. 

food Services. Food services includes manage- 
ment of the food services program of the school or 
school district, including the preparation and serv- 
ing of regular and incidental meals, lunches, or 
snacks in connection with school activities and the 
delivery of, food. 

Direct charges to this program shall include 
salaries and the respective employee benefits for 
directors and supervisors, managers, cooks, helpers, 
bookkeepers, and clerks; food; meals, for needy 
pupils; operating supplies; costs of purchase and 
operation of vehicles used in the delivery of food 
to various focatidw; auditing services; insurance on 
food service vehicles; replacement of equipment; 
and additional equipment. 

Facilities. Direct charges to facilities include all 
costs of obtaining lanfj. and buildings; through 
purchase', lease, rental, or lease with option to 
purchase; major remodeling of buildings; construc- 
tion of buildings and additions to buildings; initial 
installation or extension of service systems and 
other built-in equipment; initial* improvements to 
sites; and books and equipment for new buildings. 

Costs of leased or x rented facilities shall be 
distributed as direct support charges to 'the user 
program. 

The salaries and other expenses of school district 
employees assigned specifically to the facilities 
program, or architects, engineers, and contractors 
hired for capital improvement , projects are 
recorded in this program. 

-A 



Expenditures for all repairs to building struc- 
tures (except repairs that add to existing facilities) 
are recorded in the maintenance program. 

As a general/ guide concerning repairs to building 
structures, if chapges of partitions (nonmovable 
type), the roof structure, or walls are not involved, 
4he expenditures are recorded in the maintenance 
program; if such changes are involved, the expendi- 
tures are recorded in the facilities program. 
Expenditures for the initial installation and' ex ten- 
sion of 'Service systems and other built-in fixtures 
in existing buildings are recorded in the facilities 
program, and expenditures for repairs and replace- 
ments of service systems and other built-in fixtures 
are recorded in the maintenance program. 

Expenditures for nonconsumable articles gener- 
ally classified as supplies; but necessary to start or 
materially expand the equipping of a school/ 
classroom, a specified area other than a classroom, 
or another facility shall b*e charged as equipment to 
the facilities prograrh. Examples are small tools, 
dishes, utensils, pencil sharpeners, staplers, and 
library books. 

Other Outgo 

Debt Service. Debt service consists of expendi- 
tures for the retirement of debt and for interest on 
debt, except principal and interest on current loans 
^money borrowed and repaid durirfg the" same 
year). 

Outgoing Tuition. Outgoing tuition is tuition for 
junior high ^choo>, tuition for instruction under 
int&rdistrict attendance agreements, tuitidn for 
regional occupational centers and programs, and 
other tuition. 

InterfUhd Transfers. Interfund transfers consist 
of various transfers from the General Fund to 
various oti£r funds and from the various funds to 
the General Fomd. 

Appropriation for Contingencies. Appropriation 
for contingencies is that portion of the current 
fiscal year's appropriation that is not designated 
for any specific purpose but is held subject to 
intrabudget transfers. 

Site or Operational Unit 

Instructional and support programs may be 
identified by school site, location, or opeflbti^fat 
unit in order to provide additional management 
information relative to the total operation of a 
district. 
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NORMAL OBJECT CLASSIFfCATION OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS 



= m 



Instructional 
programs 
(General 



Support service programs 



Instructional support 



Pupil services 



Object by program 


and 
special 
education) 


Special 
i projects 


Instructional 
adrmmstration 


Instructional 
media 

, . , 


School 
administration 

I 


, Attendance/ 
welfare 


-ys 

Guidance/ 
counseling 


Health 


1000 Certificated Personnel Salaries 



















1100 Teachers Salaries 

School Administrators Salaries 
1300 Supervisors' Salaries 
1400 Librarians' Salaries 

1500 Guidance, Welfare, and Attendance Personnel 
' Salaries 

1600 Physical and Mental Health Personnel Sajanes 

1700 Superintendents' Salaries 

1800 Other Certificated Salaries -Administrative^ 

• Office Personnel 
1900 Other Certificated Personnel Salaries Various 
F unctions 

2000 Classified Personnel Salaries 

2100 Instructional Aides 

2200 Classified Salaries -County Superintendents 

Offices and District Administrative Personnel 

2300 Clerical and Other Office Personnel Salaries 

2400 Maintenance and Operations Personnel Salaries 

2500 Food Service Personnel Salaries 

2600 Transportation Personnel Salaries 

2900 Classified Personnel Salaries ,Other 

3000 Employee Benefits 

3110 State Teachers, Retirement System for Teachers 
3120 State Teachers' Retirement System Other than 
Teachers 

3210 Public Employees' Retirement System Fund for 

Instructional Aides 
3220 Public Employees' Retirement System Fund for 

Other than Instructional Aides 
3310 Old Age Survivors. Disability, and Health 

Insurance for Instructional Aides 
33^0 0<d Age. Survivors, Disability, and Health 

^ * Insurance for Other than Instructional Aides 
3410 Health and Welfare Benefits for Teachers and 

Instructional A18es 
3420 Health and Welfare Benefits for All Other 

Employees 

f 3510 Unerrfploy ment Insurance for Teachers and > . 

Instructional Aides 
3520 Unemployment Insurance for All Other Employees 



X , 



X 
X 
X 
X 
X 
X 
X 

. X 
X 
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NORMAL OBJECT CLASSIFICATION OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS 
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4790 
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5000 
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5600 
5700 
5300 
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6310 
6320 
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6420 
6430 
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O >490 



ERIC 



Employ** Benefits (continued) * 

Workers' Compensation insurance for Teachers 
and Instructional Aides 

Workers* Cbrnpenwtion Insurance for AH Other 
E mpioyees 

Other Benefits ^ 

Books. Supplies, and Equipment 
Replacement 

Textbooks 
Other Books * 
Instructional Supplies 
Instructional Media Materials 
Instructional Media Supplies t 
Othei^Supplies 

Pupil Transportation Suf^^es 
fcood Services food 
Food* Services Meals for Needy Pupils 
Other Food Services Supplies 
Equipment Replacement 

Contracted Services and Other 
i Operating Expense 

Personal Services 1 Consu'rants Lecturers, 

and Others 
Travel and Conference Expense * 
Dues aVid Memberships ' 
Insurance All, Including Pupil Insurance 
Utilities and Housekeeping Services 
Contracts Rents, and Leases 
Legal. Election, and Audit E-xpense 
Otljer Services and Expenses Administrative 

Sites, Buildings, Books and Media, 
and New Equipment 

New Sites and Improvement of Sites 
•New Buildings and Improvement of Buddings 
Books for. New Or Expanded Libraries 
Media for New Or Expanded Libraries 
Audiovisual Equipment 
Library Equipment 
Food Service^Equipment 
Pupil Transportation Equipment ■ 
All Other Equipment 

31 
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Object by program 



1000 Certificated Personnel Selar *» 

1 1 00 Teachtfrs' Salaries 
1200 * School Administrators' Salaries 
1300 Supervisors' Sajar-ies 
, 1400 Librarians' Salaried ? 
1500 Guidance, Welfare, and Attendance Personnel 

Salaries • 
1600 Physical and^Mfntal Health Personnel Salaries 
1700 ' Superintendents' Salaries 
1800 Other Certificated Salanes^Admirusuative 

Office Personnel 
1900 Other Certftrcated Personnel Salaries- Various * 

Functions • 

2000 Classified Personr^ Salaries 

2100 Instructional A»d« „ * • 

2200 Classified Salaries -County Superintendents * 
Offices and D^tndt Administrate Personnel 
2300 (Jlencal and Other .Office Personnel Salaries 
2400 Maintenance and Operations Persorrnel Salaries ^ 
2500 Foocl Service Personpe^ Salaries 
2600 Transportation Personnel Salaries 

2900 , Classified PersonfSei Salaries -Other 

3000 Employee Benefits 

31 10 State Teachers' Retirement System for Teachers 

3120 State Teachers' 8«twement System Other than 

♦ 

„ Teachers . 
3210 "Public Employees' Retirement System Fund for 
* * Instructional Aides, '* " , v 

"3220 P£ R.S Fu7*#*or Other than Instructional Aide^ 
3310 Old AgerSvirvivors, Disability and HtaJth 

Insurance to, InstruCHojJfc Aides 
3320 0 A S D H I for Other than Instructional Aides 
3410 4-iealth and Welfare Benefits for Teachers and 1 

Instructional Aides *- * x /4 

3420 'Health and Welfare 'Benefits for AM Other 
Employees / * . ♦ 

3510 Unemployment Insurance for, Teachers and 

Instructional Aides • - 
3520 Unemployment Insurance ior All Other Emproeees 
3610 Workers' Compensation Insurance for Teechers 
\ anrf I nstrue^ional Aicjes 

3620 u Workers' Compensation* Insurance for AH Other 

Employees^ 
3000 Other Benefits 
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'Object by program 



> Books, Supplies, and Equipment 
Replacement 

Textbooks 

Other Books . . 

Instruction*! Supplies . 
Instructional Media Materials. . 
Instructional Media Supplies 
Other Supplies . 
Pupil Transportation Supplies 
Food Services-Food ... 
Food Services -Meals fpr Weedy Pupils 
Other Food Service Supplies 
Equipment Replacement 

Contracted Services and Other 
Operatint Expense 

Personal Services-Consultants, Lecturers, 
and Others . „ 
Travef. Conference, and Other Expense 
Dues and Memberships . . . 
Insurance- All, Including Pupil Insurance . 
Utilities and Housekeeping Services 
Contracts, Rants, and Leases \ . . 
Legei, Election, end Audit Expense 
Other Services sndajxpenses- Administrative 

Sites, Buildings, Books and Media, 
and New Equipment 

New Sites and Improvement of Sites 
New. Buildings and Improvement of Bujldin^ 
Books for New or Expended Libraries 
Media for New or Expended Libraries 
Audiovisual Equipment .... 

Library Equipment . , , 

Food Service Equipment . * 

Pupil Transportation Equipment . , , 
AH Other Equipment 

Other Outgo 

Debt Service \ N A 

Outgoing Tuition . 
Interfund Transfers - 

Other Transfers 

Appropriation for Contingencies ... ^ . 
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.School District. 



.^oupty, California 



Type-of program 


FDP 


Detect costs 
1 


Direct support 

costs 
Out( ) ln< + ) 
"\ 


Ten al 'direct 
«nd direct 
support costs 
(Col 1 +Col 2) 
3 


Optional with district 
(to be completed by state) 


Capitai outlay 
included in 
direct costs 
(Col 1) 
6 


Allowed capital 
j outlay for 
f cost to income 
comparison 
7 


Indirect costs 
4 


Tota^0togram 
and special 
project costs 
(Col 3 + Col 4) 

' 5 


INSTRUCTIONAL PROGRAMS 
General Education 

Preformal % / 

. Elementary , 
Secondary 

Regional occupational center or program* 
Adult 

Total, General hducatujn 


1 10 
115 

i:o 
pi 
i!r 

130 

135 
140 
145 
150 
155 
160 
165 


(Dollars only) 


(Dollars only) 


— t — 1 1 

(Dollars only) 


(Dollars only) 


(Dollars only ) 


(Dollars only) 


(Dollars only) 
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Special Education (including expenditures * 
under PL94-f42) •• 
Physically handicapped 
Special day classes (including autistic ) 

Regular day classes » 

Remedial physical education 

Other remedial insfhl^^^lpeech 

individual instruction^|pj and hospital 

Special speech instruction, aides 

Special )>und allowance 
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•Only for ROC P oggyjrd by 2 single dtitik-t. 



••I xpai+mentaJ proframs in Special hducatton axe reported by (.ategorv aj funded 



CERTIFICATION BY DISTRICT SUPERINTENDENT 



CERTIFICATION BY COUNTY SUPERINTENDENT 



/ hereby certify that to the best of mv knowledge and belief this report is true and / have examined this report and hereby certify that, to the best of mv knowledge 

u*rrecl „ and beltej, aU information contained herein is correct and complete 

Signed 



, Date. 



Cjty'djitrRt superintendent 



Signed. 



-Date. 



( ounty superintendent of nhooli 

FOR SUPPLEMENTAL INFORMATION, PLEASE QJNTACT 



'Disyict employee. 



-Telephone number 



(Area) (Nurobcn (I 1 



County employee _ 



- Telephone number- 



f Area) (Number) it xl ) 



rl 
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Type of program 




Special Education 

Ed u cable mentally retarded 
Special class 

Regular class, by aides 

Trainable mentally-retarded 
Special class 

Transportation 

PH/TMR/autistic state school and other 
district 
Educationally handicapped 

Special day classes 

Learning disability group 

Home and hospital 

Regular class, instructional aide 

Special consultation allowance 
PH in ROC (not concurrently enrolled) 
Visually haadicapped persons 

Deaf persons 

Orthopedic-ally handicapped persons 
Master Plan for Special Education 
Special class , 

Resource specialist 

Designated instruction and services 

Nonpublic schools 

Tot at. Special I- duration 



Indue tUcjit rate 



( ol 3 it ♦ b ♦ O 



The formula for determining the fedeul remitted indued co« rate (I RlC*R) n 
I K|( R - Col 3(d) Rendual in Maintenance and Opcfattontjft Col 3 

(ol * b ♦ o ♦ Reudmi in Mdirftr»anve and Operation* in Col 3 



(four decimal placet rounded to neareit omc 
hund/edth of one percent, e.g., 0213 * 11 3^) 
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Type of program 



SUPPORT SERVICES PROGRAMS < 

Speck! project J r* 

School improvement program 

Gifted and taiejiird pupils 

MiUer-Uruuh Base Reading Act % 

Comprehensive Employment & Training Act 
Vocational Education A^ct^PL 94-482/95-40) 
Vocational education -basic grant 

^Supportive services 

Special pro grams -services for 
dm d vantage d 

Conaumer and "ho me making education 



4 



ESEA, Title 1 
Regular *^ 

» NeajecteiU and delinquent 

'ESEA. Title IV-B 

ESEA. Title IV-C (innovative projects') 
ESEA. Title VII " 

Economic Impact A/d (54028, 52168) 
Staff development (AB 551 * Article I) 
AD other projects , 



tbi^Sptaa 
btaAtfoAaJ 



Special Projects - 
Support 



Inst national ad miniat ration 
Instructional media 
School administration 
Total, Instructional Support . 



FDP 
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Ample program budget 

(for use in development of program budget) 



Special project or program title » Fiscal year 



PUPIL/EMPLOYEE DATA: c ' Number 

1. Enrollment ... ... . . . , 3 

2. Average daily attendance or participation data 

a. Kindergarten* and grades one through eight .... . ... , 

*.b. Grades ryrfe through twelve , . - . . ' . * <; ^v* 1 

c. Tota02 aand 2?b) . . 

3 Teachers (full-time equivalent) . . . 

4 Other Certificated Employees (full-time equivalent) . . 

5 Classified Employees (full-time equivalent) ... " 



DIRECT COSTS: Amount 

6 Certificated Salaries $ 

* 7 Classified Salaries * . , 

8 Employee Benefits 

9. Books and Supplies 3 

* » 

10 Equipment Replacement , > ^ 

1 1 Contracted Services (5100 and 5600)- h 1 . _ 

12 'Other Operating Expenses (5200, 5300, 5400, 5500, and 5700) _^ : 

13 Subtotal (lines 6 through 12) ' 

14 Capital Outlay . 

15 Total Direct Costs (lines 13 and 14) t ; 

DIRECT SUPPORT CHARGES. 

16. Instrucuonal Support (Instructional Administration, Media, and School Administration) J S_ 

17 Pupil Services ... 

18. General Support (District Administration, Maintenance, Operations. and'Transportation) . 

19 Subtotal (tin!? 16 through 18) 

20 Auxiliary Services _ 

21. Total Direct Support Charges (lines 19 and 20) . * . 



INDIRECT SUPPORT CHARGES. 



22. Total Indirect Support Charges (percentage of remaining costs allocated to this program) 

(See, bottom of page I-20 for indirect cost rate formula) . . S. 

23. , Total, Cost of Program (lines 15, 21, and 22) . . «".... 
REVENUE SOURCES. 

24. Federal [ $. 

25 State . . " ^ 

26 County 

27 Local . „ . t x 

28-. Total Revenue . * . \ . . ^ 



I 



Income 



Income includes both revenue and nonrevenue 
receipts. Revenue receipts are additions to assets 
for which no obligations are incurred by the school - 
district and may be used for expenditures at the 
discretion of the governing board of the district. 
Revenue receipts include money received through 
^ state apportionments and district taxes. Nonreve- 
• oue receipts consist of money received in exchange 
for property of the school district or receipts for 
which the district incurs an obligation, such, as 
money deceived through loans or the sale of bonds. 
Bond or loan receipts . must be used by *Ae 
governing board of the district for the purposes** 
outlined at the tiijie loans are secured or bonds are 
issued. 

The instructions in this manual provide for 
uniform identification and classification of the 
receipts for all the funds and accounts of a School 
district The instructions should be followed in (1) 
the day-to-day accounting for receipts;. (2) the 
preparation of budgets; and (3) the preparation of 
all financial reports. The instructions are applicable 
to the budgeting, accounting, and reporting of the 
General Fund ardf of all special funds of every 
school district. The* designation of- the incpm£ 
classification applicable to any particular receipt 
shall not be interpreted to mean that such income 
represents an income of the Genepl Fund or of. 
any particular special fund. The selection of the 
furtd must be made in accordance c with the 
provisions of law. In no case should designation of 

, the income classification, such as 8100, Fe^ral* 
Incomfe, or 8700, County Income, be confused 
with the selection of^ the fund, such as the General 
Fund, Building Fund, or Cafeteria Fund. v 
• ( School- districts operating on a cash basis 
account for income when it is received. Districts 
operating on an accrual basis account for income 
when it is earned. The school district budget form 

* prescribed. 4 £nd the annual financial Report form r 



supplied by the Superintendent of Public Instruc- 
tion contemplate the use of the accrual basis of 
accounting for expenditures and the partial accrual 
basis of accounting for the income of school 
district funds, except for the # Bond Interest and 
Redemption Fund. The accounting and reporting , 
of a school district's Bond Interest and Redemp- 
tion Fund either on a cash basis or orian accrual 
basis, as determined by the county TKiitor, are 
acceptable* to" the Superintendent of Public 
Instruction. 

Classification of Income 

School districts are required to classify income 
according to the major and subordinate classifica- 
tions outlined in this section. Major classifications 
are printed in boldface roman capital*and lower- 
case letters, for example, 8100, Federal Income. 
Required subordinate classifications are printed in 
boldface italic capital and lower case letters: for 
example, 8110, Maintenance and Operation (Public 
Law 81-874). Many, school districts may find it 
desirable to increase the number of subdivisions of 
thfe income classifications in accordant with local 
administrative needs. 

Major classifications of income are- as follows* 

8 1 00-8499 . Federal Income 

8500-8599 Combined State and Federal 
Income 

8600-8699 State Income 

. 8700-8799 County Income 

8800-8899 Local Irtcome 

8900-8999 Incoming Transfers 

Instructions for Using Income 
Classifications 



8100- 



-8499 . Federal Income 

Record in the appropriate subordinate classifications all 
income received from the federal government Record 
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federal income for which the state or any other agency 
serves*as the distributing agency. Identify the purposes for 
which income is received and account for the money 
received for each purpose - 

8110 Maintenance and Operation (Public Law 
81-874) 

, Record amounts alfowed ; for maintenance and 

» operation v resulting from the identification of 

students or^ parents in federally impacted areas in 
accordance with Federally Impacted Aid programs 

8130 School Construction (Public Law 81-815) 
Record amounts allowed for school "construction 
and facilities acquisition 

8140 Education Professions Development Act, 
B I andB-2 (Public Law 90-35) 
Record amounts received from federal agencies for 
the Education Professions Development Act, Title 
I 

8150 Economic Opportunity Act (Public Law 
88452) 

Record amounts received directly fronn federal 
agencies for Economic Opportunity Act programs 

8160 Elementary and Secondary Education Act 
(Public Law 89-10) 

Record amounts received from federal agencies for 
Elementary and Secondary Education Act pro- 
grams 

8170 Comprehensive Employment and Twining 

* Act of 1973 (Public Law 93-203) 

Record amounts received from federal sources 
under the provisions of the Comprehensive 
Employment and Training Act. including amounts 
received under provisions of the Emergency 
Employment Act of 1971 and Public Employment 
Act programs 



80 Special Education (Public Law 94-142) 



"* 8220 Child Nutrition Programs 

Record amounts allowed fox the school lunch 
program, special milk program, school breakfast 
program, food assistance program, and special 
assistance program (free meals) received from 
%> federal sources 



8240 Vocational Education Amendments of J 968 
(Public Law-90-576) % - 

Record amounts allowed for Vocational Education 
Amendments of 1968 program* from federal 
sources. 

8310 Forest Reserve Funds (Education Code Sec- 
tion 2300) 

Record all income from forest resen^Junds appor- 
tioned by the federal government butiflSfributed 
to the district by the county superintendent of 
schools with the approval £>f the county board of 
education 

8320 Flood Control Funds (Education Code Sec- 
tion 1606) 

Record all income from flood control funds appor- 
tioned by the federal government but distributed 
to the distnet by the County supenntendent of 
schools with the approval of the county board of 
* education 

8330 U S. Wildlife Reserve Funds 

Record amounts received from U S Wildlife 
p Reserve funds 

8480 "Miscellaneous Funds" (Education Code 
Section 41604) 
See explanation on page 11-8. 

848^ Royalties and Bonuses 
8484 Payments in Lieu of Taxes 
849Q Other Federal Funds 

Record all other federal funds received except 
funds defined as "miscellaneous funds" by the 
California Administrative Code, Title 5, Education, 
Section 17261 These are to be recorded in 
classification 8480, Miscellaneous Funds. 

8500 -Combined State and Federal Income 

Record in the appropriate subordinate classes of this major 
class all income received that includes combinejj/state and 
federal funds and that is distnbuted by the state ageru^ 
with no indication of how the allowance is prorated 
between federal and state funds 

8530 Children's Centers (Education Code Section 
8206) 

Record amounts allowed for day care centers and 
migrant \Jay care centers 
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8580 "Miscellaneous Funds 1 (Education Code 
Section 41 604) 

See explanation on page II-8. 
-J 

8581 Royalties and Bonuses , 
8584 Payments in Lieu of Taxes 
8590 Other 

\ Record all other combined state and federal. funds v 
^ , except funds defined as ^miscellaneous funds" by 
the California Administrative Code, Title 5, Educa- 
tion, Section 17261 - These are to be recorded m 
classification 8580, "Miscellaneous Funds. " 

8600 State Income 

Record in the appropriate subordinate classes of this major 
class all state funds received Do not record federal funds 
distnbuted by the state. These are to be recorded under 
federal income By law, any State School Fund apportion-, 
ment or allowance to a school distnct must be deposited in . 
the General Fund of the school distnct 
All such amounts should be accounted in terms of the gross 
amount apportioned. Deductions and withholdings made 
by the State Controller as required by law must be 
accounted as expenditures in the same manner as if the full 
amount had been received and a school district warrant h 
been drawn for stlch purpose. 
Seventh and eighth grade tuition adjustment is made by the / 
state before gross apportionment is determined 
Income received in correction of a prior apportionment 
(Education Code Section 41341) or included in the Final 
State Apportionment should be recorded in the class or 
classes that define the original apportionment 

86 1 0 Principal Apportionment 

Record all amounts allowed under the Principal 
Apportionment, including advance apportion- 
ments, basic and equalization aid, and final appor- 
_ ti^nments Record also flal ^ant allowances 
received from the following programs on a current 
> basis 

86 11 State Aid Portion of Revenue Limit 

8612 Physically Handicapped ' 

86 1 3 Educable Mentally Retarded 

86 14 Trainable Mentally Retarded 




86 1 5 Transportation of Handicapped Pupils 

8616 Educationally Handicapped 

8617 Gifted and Talented Bupils 
* 

86 1 8 Direct Service Apportionment 
(County School Service Fund only) 

86 1 9 Other Purposes Apportionment 
(County School Service Fund only) 

8620 Special Purpose Apportionment 

Record amounts received for the expenses of 
maintaining any or all of the following programs 
during the preceding fiscal year 

862 1 Driver Training 

8622 Transportation 

, Record amounts received for transporta- 

tion, based upon records of expense and 
approved capital outlay, of furnishing, dur- 
ing the preceding fiscal year, transportation 
of pupils, between their homes and ihe 
regular full-time day schools attended by 
them 

* 8624 Urban Impact Aid (Education Code 
^Sections 54060-61) 

8625 School Improvement Program anfr 
Staff development (Education Code 
Sections 52013-14, 52049) 

8627 Economic Impact Aid (Education 
Cocte Section 54028) 

8630 Special Allowances 

863 L Apportionment for the Elementary 
Schqel Reading Program 

^ Record amounts received under the Basjc 

Reading Act of 1965 (Education Code 
sections 54IOO 54180) 

8632 A llowance for Instructional 
Television 

Record amounts received under Education • 
Code Section 41920 fopparticipation in a 
program for instructional television estab- 
lished pursuant to Education Code sections 

51870 or 51871 
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8633 Apportionment for Special Teacher 
Employment 

Record amounts received under Chapter 
106, Statutes of 1966 (Education Code 
sections 54480-5.4486) for the special 
teacher employment program 

y 

8634 Allowance for Demonstration Prq- 
gratns in Reading and Mathematics 

Record amounts received under Chapter 
106, "Statutes of. 1966 (Education Code 
• sections 58600 58608 J for demonstration 
programs m mtensiye^lnstruction in reading 
and mathematics for low-achieving pupils 

8635 Apportionment for Handicapped 
Minors for Whom No State Special 
Education Facilities Are Available 

Record amounts received for the education 
of those physically handicapfted minors for 
whom appropriate education facilities and 
services are not made available by school 
districts, the county superintendent of 
schools, or the State of California (Educa- 
tion Code sections 560>1 - 5 60 3 5 j 

8636 Apportionment for Instructional 
Materials (Kindergarten Through 
Grade Eight) 

Record state special allowances for instruc- 
tional materials for pupils in kindergarten 
through grade eight (Education Code 
Section 60242) 

X 6 3 7 ( hild \u tritio n Program 

Record amounts received as a result of 
implementation oS the Duffy-Moscone Act 
*>f 1^70 (Iducahon (ode sections 
49510 49520) Also record amounts 
received under the ( hild Nutrition Act of 
i 974 ( Education ( ode Section 4^536) 

8638 Special Education Master Plan 

Record amounts received for the special 
education of handicapped pupils as autho- 
rized by Chapter I S 3 2 Stats 1 Q 74 
tTducation Code sections 56300-56367) 



8639 Other 

Record any special allowances not listed 
.elsewhere, including allowances under the 
Bilingual Education Act of 1972 (Educa- 
tion Code sections 52100-52114). one*' 
time grants for schools converting to a • 
continuous education program (Education 
Code Section, 37644), and state grants 
made to school districts under the Profe^ 
sional Development and Program Improve- 
ment Act of 1968 (Education Code Section 
44643) 

8640 Apportionment for SchooLFacilities 

Record any 'amounts allowed for school housing 
aid for compensatory education purposes and for 
districts impacted by seasonal agricultural employ- 
ment (Education Code sections 16210-16234) 

Also record amounts allowed through the State 
School Building Aid Fund These funds shall be 
deposited in the State School Buying Fund of the 
school district for school building purposes 

8650 Apportionments for Children s Centers 

Record amounts allowed for children's c/nters 
School district fiscal control ^may find it advisable 
to compute monthly the earned income from this' 
source. Apportionment in advance is based upon 
estimated attendance Adjustments at the end of 
the fiscal year are usually required (Education 
Code Section 8382) 

, . S 
§66Q Apportionments for Development Centers 
for Handicapped Pupils 

Record amounts allowed for purposes of develop- 
ment centers for handicapped minors School 
district fiscal control may find it advisable to 
compute monthly the earped income from this 
source Apportionment in* advance is based upon 
estimated attendance. Adjustments at the end of 
the fiscal year are usually required (Education 
Code Section 56810). * 

8661 Attendance 

8662 Transportation - > 
8670 Tax Relief Subventions 
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8671 Reimbursement for Income Lost 
Because of Business Inventory 
Exemptions 

Record amounts received, for loss of in- 
come because of business inventory exemp- 
tions (Revenue and Taxation Code Section 
219). : 

8677 Reimbursement for Income Lo*t Be- 
cause of Home Owners 1 Exemptions 
Record amounts received for loss of in- 
come .because of fcome owners' exemptions 
(Revenue and Taxation Code Section 218). 

8679 Other Tax Relief Subventions 

Record amounts' received for loss of in- 
come because of exemptions on motion 
% picture fijms antf wine and brandy prod- 
ucts (Revenue and Taxation Code sections 
988 and 992, Education Code Section 
17254, and severance aid allowances for 
real property acquired for state highway 
purposes (Edycayon Code Section 41960) 

"Miscellaneous Funds 11 
Section 41604). 
See explanation on page IJ-8 
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868 1 Royalties and Bonuses 
8684 Payments in Lieu of Taxes 
8690 Other State Income 

869-1 State Preschool 

Record amounts received for preschool 
education (Education Code Sections 8256 
and 8327) 

8692 Reimbursement for Mandated Cost 
Claims 



Record in the year received amounts for 
reimbursements pi costs of legislatively 
mandated programs (Revenue and Taxation 
*t Code Section 2231) 
£693 Deferred Maintenance Allowance 
from State 

8699 Other State'Income 

Record all other state funds received 
except funds defined as "miscellaneous 
funds" by the Cabfomia Administrative 



Code, Title 5, Education Code Section 
4f200 which are* to be recorded in Classifi- 
catidn 8680, "Miscellaneous Funds. 



8700 County Income 

Record in the appropriate subordinate classifications of this 
major classification all county fundi received. Do not 
record federal funds distributed by the county. These are to 
be recorded as federal income 

8750 Contract Services (County School Service 
Fund only) 

Record income received from contracts between 
the county superintendent of schools and other 
county agencies 

8760 County School Building Aid \ 

Record income received for payments required 
pursuant to School Building Aid laws (tducation 
Code sections 16196, 16202, 16204, and 2503) 

8780 "Miscellaneous Funds ' (Education Code 
Section 41604) 
See explanation on page II-8, 

878 1 Royalties and Bonuses 
8784 Payments in Lieu of Taxes 
8790 Other • - 4 

Record all other county funds received except 
funds defined as ^miscellaneous^-Wmls" by the 
California Administrative Code, Title 5, Education, 
Section 41200. These are to be recorded in 
classification 8780, ' Miscellaneous Funds, " 

8800 Local Income 

Record in the appropriate subordinate classifications in this 
major classification all income from local sources. Identify 
the sources of income and account for the income received - 
from each source 

All income received from tax sources is to be accounted on 
a cash basis. Credits to the various district tax income 
accounts are made upon receipt of an apportionment notice 
from the county superintendent of schools indicating that 
taxes have been deposited m the county treasury. 

8810 District Taxes 

8811 Secured Roll (hducation Code sec* 
tions 4364, 1 624. 2500 et seq , 
42202, ahd 4223Qetseq.) 
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Record income from taxes levied on the 
secured tax roll. 

8812 Unsecured Roll 

* Record income from taxes levied on the 
unsecured tax roll. 

8813 Prior Yean Taxes 

Record income* from tax levies of prior 
years. Include secured and unsecured tax 
receipts from redemptions and tax sales 

8814 Secured Taxes - Voted Indebtedness 
Levies 

Certain tax rates in excess of the statutory 
rates are authorized in the Education Code 
fBf restricted purposes and for special 
funds of the school district 

88 15 Unsecured/Prior Years' Taxes- 
p Voted Indebtedness Levies 

8820 City and County Taxes 

8821 City Taxes 

* Record income from tajces from an ad 
valorem levy for school purposes upon the , 
real and personal property located in, and 
assessed by, a chartered city, which levy is 
authorized or required by the city charter 

8822 County Taxes 

Recofd income from taxes froC an tfd . 
valorem levy for school purposes upon the 
real and personal property under the juris- m 
diction of the county superintendent of 
schools 



8840 



Sales 
884 r 



Sale of Bonds 

Record income from iale of bonds at par 
value. The amounts received from the sale 
of bonds at par value must be deposited in 
the Building Fund of the district (Educa- 
tion Code Section \ 



8842 Sale of Equipment and Supplies 

Record income from the sale- of supplies 
and equipment no longer needed by tjie 
schools. The money received is to be 
placed, to the credit of the fund from 



which the original expenditure for the 

purchase of the personal property was 

made (Education Code Section 39522). 
/ 

8843 Sqle of Landund Buildings 

Record income from the sale of land and 
* buildings. Such income must be used for 

capital outlay or repaid to the state if 
under the State Aid Building Program 
. (Education Code sections 39360- 39363), 

8844 Food Service Sales 

. ^Record income from the sale of meals and 

other food items This income is usually 

recorded in the Cafeteria Fund or Cafeteria 

Accou^ 

. * 

8845 Sale of Publications 

Record income from the sale of publi- 
cations 

- $849 Other Sales 

Record income received from all other 
sales t such as farm products-^rfcl printed 

forms. 

8850 Rentals and Leases 

Record income for the use of.school buildings or 
portions thereof, houses, and other properties of 
the district 



8860 Interest 

$ Record income credited or prorated by the county, 
auditor for interest on deposits of school district 
funds wifh the county treasurer and interest 
earnings (Education Code Section 41015) 
Money received as premiums and accrued interest 
at the time of sale of bonds must be deposited in 
the Bond Interest and Redemption Fund (Educa- 
tiojLCode Secjion 15146) 

8870 Fees and Contracts , 

, » 

8871 Adult Education 

Record income received from students 
enrolled in classes for adults under Educa- 
tion Code Section 52612 . 
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8872 Nonresident Students 

Record income received from parents or 
guardians for the totaL cost of educating 
foreign residents in the schools of the 
district (Education Code Section 48052). 

8873 Children s Centers 

Record income received from parents, 
guardians, or welfare agencies as fees for the 
instruction and care of children in children's 
centers (Education Code Section 8249) 

8875 Contract Services 

Record income received for contract ser- 
vices rendered by one district or office of 
county superintendent of schools for 
another district or office of county super- 
intendent of schools 



See Note on page HMO. 



8876 



Use of Building Fees 
Record income received from the county 
of pupils' residence for usqr of buildings 
(Education Code section* 56814 and 
42905) Deposit income to credit of Bond 
Interest and Redemption Fund, Building 
fund, or County Scho^ Service Fund. 
NOTE Record j^Hei income from rental 
of facilities'^ income classification 8850, 
Rentals find Leases. 



8879 Other Fees and Contract Services 

Record income received from all other fees 
and contract services 

8880 'Miscellaneous Funds" (Education Code 
Section 41604) 

See explanation on page II-8 
8881 Royalties and Bonuses 
f 8 8 84 Payments, in L ieu of Taxes 



8890 Other ' 

Record all otheNn 



come -from local sources, such as 



library fines, contributions, gifts, practice teaching, 
and so forth, except funds defined as "miscellaneous 
funds" by the California Administrative Code, Title 
5, Education, Section 41200. These are to be 
recorded in classification 8880, "Miscellaneous 
Funds. " „ 

8900 Incoming Transfers 

Record in the appropriate subordinate classes in this major 
class all income received for incoming transfers. Iderftify 
the sources of tuition payments and account forthe income 
received from each source. 

89 10 Junior High School Tuition for Grades 
Seven and Eight 

Record income received from tuition transfers for 
♦ pupils attending, grades seven and eight in a junior 
high school and fixed in accordance with provisions 
of Education Code sections 37062- 37071. 

8920 Other Tuition 

Record tuition payments received from the follow- 
ing sources. 

Interdistnct contracts fo/-g*oeral or specific in- 
structional services, including transportation for 
designated pupils (Education Code sections 

46600 46613). 

* 

Governing boards or authorities in other states for 
the total cost of education of elementary or high 
school pupils whose places of residence are in the 
other states~(Education Code Section 48050). No 
California state aid is apportioned for juch 
pupils 

Districts for education provided in a tuberculosis or 
polio ward of a hospital or sanatorium maintained 
by a county or group of counties (Education Code 
sections 56750-56752). 

Distncts for special education bf pupils provided 
by the county superintendent of schools (Educa- 
tion Code Section 1705). 

Distncts and offices of county superintendents of 
schools for tuition received for the instruction of 
.nonimmigrant children and children residing in 
children's institutions and foster homes 

All other tuition payments not identified above 

y 
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8930 Interfund Transfers 

Record the amount of money involved in each of 
the following transfers between funds 

To the Child Development Fund and Development 
Centers for Handicapped Pupils Fund from the 
General Fund (Education Code Section 41013 and 
California Administrative Code, Title 5, Education, * 
sections J $050 -15052). * 

■v. 

Between the General Fund and the Special Reserve 
Fund (Education Code sections 42840 42843). 

From any fund of the district to the Public School 
Building Fund (Education Code Section 15746) or 
to the State School Building Fund (Education 
Code Section 16095). 

^To the General Fund or to the Special Reserve 
Fund from the Bond Interest and Redemption 
Fund after all principal and interest payments have 
beerTTTtade (Education Code sections 15234 and 
15235). 

8940 Special Education Master Plan Transfers 
from Responsible Local Agencies 
Resenue limit and special allowances transferred to 
(he school district from 'the "responsible local 
agency / 

8950 Incoming Transfers of Funds from General 
Fund to Deferred Maintenance Fund, (Edu- 
cation Code Sections 39618-19619.5) 

8990 Other Incoming Transfers 

Record income received from funds of lapsed or 
reorganized school districts and any other income 
from transfers not otherwise classified. 

Miscellaneous Funds 

Education Code Section 41604 covers "miscel- 
laneous funds" under classifications 8480 (federal), 
8580 (federal and state), 8680 (state), 8780 
(county), and 8880 (local). "Sources of funds 
classified as miscellaneous under this section are 
(1) royalties and bonuses; (2) payments injietfof 
taxes. 

Royalties and Bonuses 

. Record the total amount of payments of all or a 
portion of the royalties and bonuses received from 
the operation of any law under the terms of any 



agreement. For example, royalties on federal min- 
eral deposits are accounted under 8481, "Miscel- 
laneous Funds" ('federal), Classifications, by source 
are as follows: 

8481 Federal 
858 1 Federal and state 

86*1 * State 

,8781 County 
8881 Local 
Payments in Lieu of Taxes 

Record the total of all payments made in lieu of 
taxes and received by the coiftity superintendent of 
schools or school district. Examples are levies on 
aircraft, baled cotton, or federal housing, head-day 
tax on livestock; and license fees on trailer coaches. 
Classifications by source are as follows: 

8484 Federal 

8584 Federal and state % 

8684 State * 

8784 County 

'8884 Local 



Abatement of Income 

When part or all of the income of a school 
district or office of a county superintendent of 
schools must be returned to the source from which 
it is received or prorated to participating districts 
for a specific prpject, the transaction shall be 
accounted as an abatement pf income. In other 
words, abatement of income is the cancellation of 
a part or the whole of any specific receipt 
previously recorded. Such cancellations ^of previ- 
ously* recorded .receipts usually result from tax 
refunds, refunds of money received from state or 
federal sources, "refunds of monies previously 
received in error, or the distribution of monies 
received for others. The accounting for such 
transactions in this manner keeps both income and 
expenditures in true perspective and maintains 
proper balance of the two. 
. Uniformity in accounting for abatements of 
income is required to secure comparable fiscal 
records and reports of schopl finances. Accuracy in 
the records requires proper use* of a correct 
accounting procedure for the'elimination from the 
fiscal records of those items representing cancella- 
. tions of previous fiscal 'transactions or parts of 
them. " 
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Accounting Procedure 

Payments that represent cancellations or reduc- 
tions of receipts must be accounted as abatements 
of income previously recorded by abating such 
payments to such incojxie account, thereby elimi- 
nating any charge to an expenditure account. Such 
payments must be accounted;- by abating the 
income account for the original ^source "during the 
fiscal year in .which the payments are made, 
irrespective of the fiscal year in which the original 
receipt was recorded, even though such payments 
may in some cases exceed the actual income of the 
fiscal year in which the abatement is made and 
thus result in negative balances in the accounts, or 
entries in reports. Abatements of income shall be 
recorded as they occur and shall not be accumu- 
lated until the end of the fiscal year. 

Because payments that constitute abatements of 
income are not expenditures, they are not subject 
to appropriation control. However, any abatement 
of income that constitutes a major reduction of 
. income in comparison with estimated income 

sh o uld -be recogrtizethas-req ui r jng a corresponding- 

reduction in estimated income and reserves, or 
requiring a reduction in actual appropriations. 

The following kinds of transactions shall be 
accounted as abatements of income % 

1 . Tax refunds 

2. Rental refunds 

3. Turtion refunds X 

a. To studejj^parents. or guardians 

b. To other districts *on account of over- 
payments 1 

4. Refunds of income from federal Sources 

5. Refunds of income from state sources 

6. Refunds of other monies received in error 

7. Distribution ^or proration of mojueS received 
by a local operating agency to operating 
districts, 

Income 

Because it is often difficult to distinguish be- 
tween receipts that -should » be treated as abate- 
% ments of expenditure and those that should be 
treated as income, a list of Income receipts is 
presented also. The following receipts must be 
accounted as income (income classifications are 
shown in parentheses) 



1. Tuition (8910, 8920) 

a. Adult education tuition (8920) 

2. Fees (8876) 

a. Teachers' and employees' examination 
fees (8879) 

b. Certificate fees (8879) ' 

c. Transcript fees (8879) . / 

3. lUntals (8850) 

a. Civic Center (all charges) (8850) 

b. Classrooms (8850) 

c. Easement leases (8850) 1 • 

d. Houses (8850) 
,e. Sites (8850) 

4. Collections for use of swimming pools, 
tennis courts, and the like (8879) 

-5 Library fines (8890) * 

6. Receipts from sale of junk or salvage 
material no longer needecj C8842) 

7. Contributions and gifts (8890) 

8. Receipts from sale of courses of study. 
" prmTecTf ofms . an cT f lie" TDce (8835T 

9. Amounts received from forfeitures of 
• surety or* indemnity Ijonjjs because of 

noncompliance with contracts (8890) 

10. Interest on deposits and investments 
(8860) 

II Receipts from ^ale ot land and .buildings 
(except that receipts iroin the sale either ot 
a pOEtion ot a new site or ol buildings or 
improvements thereon shall be accounted 
as abatements ot expenditure) (8843 ) 

\1 Receipts 1 " from teacher-training institutions 
tor practice teaching services (8890) 

13 Amounts received from' mandated cost 
claims (8692) * 



Accounting for Certain Apportionments ' - 
(Loans) ' 

Certain apportionments that the State of Cali- 
fornia currently authorizes *o'be made to districts 
from the State General Fund are loans and do not 
constitute grants or subventions. Because such 
apportionments are nonrevenue receipts, which 
increase a clistricfs liabilities, they should not be 
accounted for as income These apportionments 
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advlhces map/to eligible^ districts for^ the 
!)l&wing purp^s:y* < 

1. To alexin estalH^hing (a)" special training 
schtffMS or classes >^r the . education of 

- . m^ntall^* retarded minort who come within, 
the provisions of Education Code Section 
565 h5; or (b) special 'schools, classes, or 
integrated programs for which a qualified 
special teacher - is provided far educating 
physically * handicapped minors who come 

* within the • provisions of Education Code 
sections 56700 and 56701 (Education Code 
sections" 56536-56541) ' * 

2. To aid ne\vHy*organized elementary school, 
high 1 ■ schpolA or unified school districts 
(Educati^Cpfle Section 41360) § 

3. To'provide Emergency apportioMmerits (loans) 
to school districts as provided b^ Education 
Code sections 41310 and 41320^4,1324 

\^ien such an apportionment ha® been made by 
the Superintendent of Public Instruction^ '"a state 
warrant is issued by tl\e State Treasurer for the 
entire amount. The law specifies that the county ' 
treasurer receiving such a warrant shall deposit it to 
the t credit of the 'General F'tfnd of the ^strict 
designated in the apportionment. The dist^ct 
records sho.uld reflect the receipt of the credit. 



Example 

Date 



Accounts 



Debit - 
$5,360 



Credit ' 



4-10-71 Cash in Coun*f Treasury 

Account Payable, State • * 

(Long-Term Debt) $5,360 

To record crfcdit received for a loan from the State General Fund 
to fmancVthe establishment of the new daises for the mentally 
retarded ($2,680 payable during 1971*72 and $2,6(8 payabte 
during 1972-73) 

The repayment of the loan will be automatically 
accomplished by the withholding of half of the 
ampunt from regular apportionments being cfed- 
ited to the district during each of tlffcnext two 
.fiscal year$. The practice of the State Controller is 
to make the withholdings over a period of four 
montfis-February, March, April, and May. Accord- 
ingly, during each of*those mohthsXin 1973 in the 
above .ex^jpple), one-eighth of the tgfal loan will 
'/be subtracted from the amounts otherwise due the 
"Strict frcftrt the State School Fund in accordance 
with regular .apportionment calculations. This 
means that the -credit to the district funds an- 



- nounced by the county superintendent will be 

1 smaller by the same amount than the announce- ^ 
" ments by the State Superintendent of Public 
, Instruction would indicate. District records must 
'reflect ttHf transaction "Tn each of the months 
ljamed in' each of the twQ years following the year 
of the loan so th^t the liability will be properly 
cleared and .the propeT State School Fund appor- 
tionments credited. In the above example of a 
loan, [the entry to be tnade by the district and 
repeated s^ven 'times in the respective months is as 
. follows: ^ # ' 

Date Accounts Qebit Credit 

' 2-20-72 Account Payable. State ^ - $670 0 \ 
Baste and Equafi- * # 
zation Aid 4 $670 

To record the withholding by the*?tate of cine-eighth of the 
»ount of the lon^-term loan recerved 4^10-71 

Any statement of 'financial condition prepared 
from the district records during or at the close of 
" the fiscal year will show, if the foregoing proce- 
^ dures are tfsed, the proper tuafAxt of liability tb 
the state. This accounting p^pdure is indicated 
by the instructions that acebmpany the Annual 
Report of .Current Mobilities, Form J-43, The 
proper recording by tBafaistrict of amounts with- 
held by testate is^^wlncluded in thj^pecific 
aydit instructions .« tjiP&ccountants 3Riductirfg 
annual audits. ^ & m . 

The rf$)aynfent of a loan under Education Code 
sections TTJ^-4 1324 is done in tRe same man- 
ner, except that the principal repayment must be 
accomplished over not more than a three-year 
period (Education Code Section 41323) 

• * t The interest and principal payment due annually 
this emergency loan will be withheld from the 
school district's regular apportionments. However 
'the district must record the amount due ftfr 
interest as a current expenditurj^unde^expenditure 
classification 5800, Other Sendees' and Expense for 
, Administrative Districtwide Operation. 

AlPloans; e.g.', state" emergency apportionments 
" "(loans), -loans from a county^oard of supervisors, 
tax anticipation notes, and transf|rs (loans) from 

- special or restricted^ funds of 'the. district 
" (Education Code Seftopn 42603) shpuld be 

recorded in the sarrie basic rnanrfer as (terffcribed in 
this section. ♦ . 



Part III 
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The Education Code limits school district ^expen- 
difttres to the amounts appropriated for the several 
tjor # expenditure- classes by the adoptiflh and 
>val of the school district budget or r by 
iquent intrabudget transfer. Because, of this 
or appropriation control of expenditures, 
*th$ bi\|get and all documents dealing with appro- 
prisons must be prepared according to the same 
classification .plan as that employed in the account- 
ing of expenditures. Similarly, financial reports for , 
local use as well as those prepared for county, 
state, or federal use Should follow the same 
classification plan jn order that their reliability for 
comparative purposes is not impaired. 

A basic classification by object is the most 
suitable instrument for the classification of expen- 
itures within a specified "program." Object classi- 
fications are for the most part selj^xplanatoiy, 
such as "teachers' paries" or "custodians' sala- 
ries." The purpose or ^function" that- the employee 
serves is covered by the program designation. The 
numbering system used is adapj^le for use with 
manual systems and with data processing equip- 
ment. The system is dteig^ed to be usech either "in , 
its^nimum •required fofm or in expanded form to 
allow for as many subaccounts as desired^ 

County auditors and county superintendents of 
schools who maintain detailed records of Jhe 
financial transactions of school districts for budget 
control of expenditures or for anv other purpose 
are required to use this manual as a^uide. 

Districts- should identify the origin of \each 
^ch<?ol 'distrjfrt expenditure by designating the 
•appropriate "program and object classifications on 
the orders or requisitions, commonly called war- 
rants or warrant registers. The officials' of the 
school distriqt who have direct knowledge of the 
nature and purpose of each expenditure shcn^d 
make decisions reganjingf the object classifications 
tq' be u^ed for each Expenditure at the time that 



. commitments are made. The account or accounts 
to be charged should be selected when goo^ds or 
services are ordered or wlien certificated or classi- 
fied employees are assigned or reassigned. 

Insofar as it is feasible, notices of employment, 
copies of contracts; and other school district 
documents relating to expenditures or to commit- 

' ments thaj will become expenditures jhodld bear 
the designation of the object for review and 
approval of county superintendents of schools. 
This ^procedure permits any questions concerning 
the classification of expenditures to be settled 
promptly. Oi^e decision regarding object classifica- 
tions Can. thus serve for the several disbursements 
to be made at future dates, such as monthly salary 
payments. Furthermore, this procedure is neces- 
sary if the encumbrance plan of accountihg is 
employed by either the school district or the 
county superintendent of schools. 

Whether or not object classifications are shown 

jp\ commitrr^it documents, such; as notices of 
employment and copies of contracts, all school 
district orders should show the object classifica- 
tions applicable to such disbursement. A part of 
the examination and approval of such orders by 
the county superintendent of schools should qon- 
sist of making surf that the object classifications 
are .correctly designated. County superintendents 
of schools should serve as coordinating officers to 
ensure that all school district officials understand 
and apply uniformly the definitions an (^-instruc- 
tions contained in this manual. Where necessary, 
county ^superintendents should consult school dis- 
trict officials regarding each seemingly incorrect 
designation of the expenditure classification and 
advise the schooMistriCt^of any changes made by 
the office of the county superintendent. 

County superintendents of schools, when draw- 
ing requisitions on the funds of schoql districts in 
those relative^ infrequent instances in which they 



are authorized or required by law to initiate the 
disbursements, should designate the object classifi- 
cations applying to such payments and inform the 
district of the date, payee, purpose, amount, and 
object classifications of each requisition so drawn. 
County superintendents should also notify the 
school district of the date, purpose, amount, and 
object classifications of any amount withdrawn 
from the. funds of the school district other than by 
district order or county superintendent's requisi- 
tion and of the amounts withheld from apportion- 
ments of state funds that are to be treated as 
expenditures, such as the amount withheld for 
district repayments o£ school building apportion- 
ments m 

The object classifications should^be designated 
<^on every warrant or warrant register so that county 
superintendents of schools may maintain the 
accounting record's of expenditures 1 necessary for 
budget control of expenditures and for annual 
m report purposes. • ^ 

The instructions in this pai^of the manual are 
applicable to the budgeting, accounting, and 
reporting of the General Fund and 'of all special 
funds of every school district. The designation of 
the object classifications applicable to any partic- 
ular expenditure shall not be understood to mean 
that such expenditure represents an expenditure of 
the General Fund or of any particular special fund. 
The selection of the fund Cor any ^particular 
expenditure must be made in accordance with the 
provisions pf law, and if two or more funds 
may legally be employed, the determination of a 
particular fund must- be made by action of the 
governing boar jl of the school district or s of its 
administrators. ^ A 

The instructions in this part of m^manual 
provide for the uniform identification and classifi- 
cation of all expenditures of school districts and in 
^Jhs County School Service Fund fiscal operations. 
They should be employed in the day-by-day 
accounting of expenditures during a fiscal year, in 
the preparation of the budgets of the County 
School Service Fund and school districts prior to, 
.or" at the beginning of, the fiscal year, and in the 



. ( ount> superintendents of uhnoK arc required to maintain 
controls of school district expenditures by ohjects under the pro- 
visions of f duration ( ode sections 4 I o i 4 and 42MJH - 



preparation of periodic financial reports, including 
annual financial reports at of after the close of the * 
fiscal yekr. They should be used as guides in the 
accounting of the district expenditures by all 
officials of a district who fiave fiscal responsibilities 
and by county superintendents pf schools and 
-members of their staffs. » 

The school district and County School Service 
Fund "Annual Financial and Budget Report" 
furnished by the Superintendent of Public Instruc- 
tion contemplates the use of the accrual basis for 
the accounting of expenditures and use of a partial 
accrual basis for the accounting of income of the 
funds of school districts and the County Schopl 
Service Fund, excepj for the Bond Interest and 
Redemption Fund. The accounting and reporting 
of school district Bond Interest and Redemption 
funds either on the cash basis or the accrual basis, 
as determined by each county auditor, is accept- 
able to the Superintendent of Public Instruction 



GENERAL INSTRUCTIONS 

School districts and county superintendents of 
schools are requ}ied^ to report expenditures accord- • 
ing to the object classification' plan presented in 
this part of the manual. ^ , 

Objects of expenditure represent ajl the things 
whether goods or services, that may be purchased > 
Examples are salaries, supplies, and equipment 

Objects of expenditure may bt classified* in . 
many different ways. They may be grouped under 
summary headings, or they may be presented in 
great detail. Grouping under summary headings 4 
reduces volume-at the expense of clarity. Greater 
detail improves understanding but is costly to 
produce. In actual practice, considerable detail h . 
used in developing budgets and recording expendi-* 
tures; then, for reporting purposes, this detail is 
summarized under more general . classification 
headings. 

All objects of expenditures listed in Part HI, 
Expenditures, must be maintained by all school 
districts'and county superintendents of schools in 
their day-torday accounting^bf expenditures during " 
a fiscal year. Thetise oMhese objects will facilitate 
the preparation of budgets and the various finan- 
cial reports requested by federal, state, county, and 
local agencies. 
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* v Minimum budgetary cont5Ql>bf scfcol districts* 
accounts by offices of^unty^^eruHendents of 
fchools must be main tain^oittheToljowin^ major 
object of expenditure classifications: 

1000 Certificated Salaries / % • 
, 2p00 m Classified Salaries ' ! ' 
3000 .Employee Benefits 
4000 Books, Supplies, and Eqife* 

meijt Replacement • 
5000 Contracted Services and Other 

Operating Expenses ■ 
6000 Capital Outlay 

7000 OtherOutgo 
7900 9 Appropriation for, Con- 
^ — tingencies . * 

i 

SECTION A 
Objects of Expenditure Classifications, 
Jheir Content, and Instructions 

Regarding Their Use J 

1000 Certificated Salaries 

Certificated salanes are salaries for services fhat require a 
credential or permit issueo\by the Commission for Teacher 
Preparation and Licensing. 

Salanes paid trr an employee on leave of absence shall 
continue to be charged in the same manner and to the same 
account classification as was applicable while the employee 
was in active Service for the district 
I 1 00 Teachers ' Salaries 

Record the full-time, part-time, and prorated por- 
( Hons t of salaries for .all certificated personnel 
. . emptoyecf to teach the pupils of the district or 
pupils in schools maintained by a county super- 
intendent of schools. Include salanes for teachers 
of special classes, teachers of exceptional children, 
teachers of physically handicapped and mentally 
retarded minors, substitute teachers, instructional 
television teacbers w and resource specialists in 
Comprehensive Plan for Special Education 

The separate recording' of teachers' salines is 
required by Education Code Section 4101 1 and i$ 
limited to salaries of certificated employees paid to 
teach the pupils of the district or pupils in schools 
maintained by a county superintendent 
jtut following comments, interpretations, and defi- 
nitions are inclu Jed to guide school officials in • 



determining whether the total salary or a portion > 
x of the salary should be charged to classification 
1 100, Teachers ' Salaries. 

The total salary is pecoi^ed'in classification 1100, 
Teachers* Salaries, under the following conditions. 
The teacher is an employee of the district/ office of 
the courjty supenntendent in a position requiring 
certification qualifications. The teacher's duties 
require him to teach pupils of the? district for at» 
least one full instructional period on each school 
day for which he is employed, and he is assigned no 
duties other thai/ those fhat are connected with, or 
are extensions of, classroom teaching. Such activi- 
ties are limited to the following, 

1 . PKy^aration for aftd evaluation of classroom 
worl^ 

2 fxtracurncular activities that anse out of 
classroom work and are an extension of it 
(e.g^ class or club sponsorship, supervision at 
school functions, or .chainng of an academic 
department) 

3 Management and instruction in a, study halj 

4 Duties that are ordmanly assigned to certifi- 
cated personnej in connection witli the cus- 
tody and control of pupils at recess, lunch 
time, after school, or at other times 

* The salary must be prorated under the following 
conditions 

If a certificated employee teactoes at least one 
instructional pwnod each day that he is employed 
to teach and is also assigned other duties neither in 
^connection with, nor extensions of, classroom 
teaching, his salary must, be prorated and recorded 
in classification 1 100, Teachers* Salaries, and in the 
Other, classifications that provide for* recording the 
expenditures for the other assignment. The amount 
recorded in classification 1100, Teachers* Salaries, 
is the product of the employee's complete salary 
and the fraction of the full-time school day of the 
employee "spent as a classroom teacher in the " * 
performance" of duties that are in connecfron with, 
or an extension of, classroom teaching, as limited 
herein The remaining portion is then charged to 
the classification*^! which expenditures, for the 
other.assignment are recorded. It should be under- 
stood that some of the other assignments may 
pertain to work outside the field of teaching, and, if 
a teache/ performs such* assignments, it will be 1 
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necessary to prorate a portion of the salary to 
subordinate classifications other than 1100, 
Teachers ' Salaries. 

The term other assignments includes, but is not 
limited to, assignments usually, and specifically 
assigned to certificated persons employed in the 
following types of positions 
,1. General supervisors, cooYdinators, directors, 
specialists, consultants, supervisors of special 
subjects or grades, and certificated assistants 
2 Principals, vice-pnncipals. assistant princi- 
pals, deans, and assistant deans in individual 
schools 

3 r Librarians, assistant librarian's, audiovisual 
personnel, counselors, nurses, psychologists, 
psychometnsts, audiometnsts, and guidance 
and attendance personnel 
The term other assignments also includes, but is 
not limited to, assignments usually and specifically 
assigned to persons in the "classified service em- 
ployed as school bus dnver, custodian, secretary to 
the governing board, and supervisor in transpor- 
tation * 

1 200 School A dministrators ' Salaries 

Record the full-tirrje, part-time, and prorated por- 
f tions of salaries oT* principals, vice-pnncipals, 
administrative deans m individual schools, and 
other personnel performing similar duties 

1 300 Supervisor?' Salaries 

Record the full-time, part-time, and prorated por- 
tions of salaries for certificated personnel engaged 
in the supervision of instruction, including general 
supervisors, coordinators, disectors, consultants, 
and supervisors of^Special subjects or grades and 
their certificated assistants. 

NOTE The term ^Supervision is used to designate 
those "activities' having as their purpose the actual 
improvement of instruction under the difection of 
supervisors and assistants Sucrl activities include (1) 
personal conferences with teachers orf instructional 
problems, (2) classroom visitation, (3) group confer- 
ences with teachers, and (4) demonstration teaching 

1 400 Librarians ' Salaries 

Record the full-time, part-time, and prorated por- 

f tions of salane»*-of all certificated personnel per- 
forming services of a librarian. 



1500 Guidance, Welfare t (qnd Attendance Salaries 
.Record the* full-time, part-time, and prorated por- 
tions of salaries % of social workers and all certifi- 
cated personnel doing pupil - personnel work; 
psychologists and psychometnsts, and counselors. 

1 600 Physical and Mental Health Salaries 

Record the full-time, part-time, and prorated por- 
tions of salaries in payment of health services 
rendered by physicians, oculists, dentists, and 
Rental hygiemsts, nurses, optorhetnsts, school 
audiometnsts, psychiatrists, otologists, chirop- 
odists, and such oth^t personnel as are authorized 
m the field of physical and mental health and who 
are on the payroll of the school district. 
Expenditures for health services by personnel not 
on the payroll of the school district are recorded in 
classification 5100, Contracts for Personal Services 
of Consultants, Lecturers, and Others. 

1 700 Superintendent? Salaries 

Record the full-time, part-time, and prorated por- 
tions of salaries of superintendents and of deputy, 
.associate, area, and assistant superintendents in, 
districts and offices of county superintendents of 
schools (Education Code sections 35028, 35030, 
' 44065, 44066, 44069. and 35029) 

1 800 Other Certificated Salaries of District and 
County Administrative Offices 

Record the fuU*time, part-time, and prorated por- 
tions of'salanes of administrative assistants and 

4 

directors of administrative activities such -as pupil 
services or special projects.' 

1900 Other Certificated Salaries 

Record full-time, part-time, and prorated portions 
• of salaries for all certificated personnel that do not 
^"fall within one of the categories specified (e.g., 
resource specialist other than Comprehensive Plan 
for Special Education, program specialist, certifi- 
cated civic center employee, resource teacher not 
performing duties as classroom teacher, and certifi- 
cated noon playground supervisor) 

2000 Classified Salaries 

^Classified salaries are salaries for services that do nor%equire 
a credential or permit issued by the Commission for 
Teacher PteparatiVn and Licensing. 

Salaries paid to an employee on leave of absence sljall 
continue to be charged in the same manner and to the same 
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account classification as was applicable while theemployee 
was in active service foi the district. 

21 00 Salaries of Instructional Aides for Direct 
t * . • Teaching Assistance - V 

, t Record total salaries paid to instructional aides 

* who ar« required to perform any portion of their 
. duties under the supervision of a classroom teacher 

or a special education resource specialist (Educa- 
tion Code.sections S6334 and 4101 1). 
*. : w • 

2200 Classified Salaries of Personnel in County 
Superin tendents Offices and DJstrict 
: . * Administrative Personnel 

Include governing board members and personnel 
commission members. Record*he full-tjme, part- 
time*, and prorated portions of salaries of super- 
visory personnel who are business managers, con- 
trollers, direbtors, chief accountants, supervisors/ 
purchasing agents, assistant superintendents, and 
superintendents. (For assistant superintendents and 
. , superintendents, see Education Code sections 35028, 
35030, 44065, 44066; 44069, and 35029) 

23 00 ~ X^Hcafand Other Office Salaries 

Record the full-time, part-time, and prorated pop 
r tions of salaries paid to crerks, secretaries, accoun- 
tants, bookkeepers, machine and computer opera- 
tors, antf switchboard operators under th& appro- 
priate program(s) for which they serve. 
* # 

2400 : Maintenance and Operation Salaries + 

Record the full-time, part-time, and prorated por- 
tions of salaries paid to maintenance and operation 
personnel a^follows 

Ipcuntepance carpenters, painters, plumbers, elec- 
tricians, and so [orth. 

Operations custodians, matrons, general utility 

* workers, firemen, dairy workers, "SWalchmen, gar- 

• deners, elevator operators, warehouse workers,; 
delivery personnel, truck drivers, and so forth 



2 5 00 Food Service Salaries 

Record full-time, .part-time, and "prorated portions 
of salaries of numtiomsts, cooks, helpers' and all 
other food service personnel except those engaged 
m the management of the food services program on 
a * distnetwide basis The salary of ^ classified 
director of food services at a single site is recorded 
under object classification 2500. 



The^salary of a classified director of food services, 
• if distnetwide, is recorded, under object classifica- 
tion 2200, Classified Salaries of* Personnel in 
County Superintendents' 'Offices and District 
Administrative Personnel. 

The salary of a certificated director • of food 
services, if distnetwide, is recorded under object I 
classification' 1800, Other Certificated Salaries of] 
District arid County Administrative Offices. 

.2600 Transportation Salaries 

Record the full-time, part-time, and prorated por- 
tions of salaries paid to bus drivers, mechanics, 
field. coordinators, gasoline pump attendants, and 
all other personnel whose assignments are related 
to the transportation of students. 

2900 Other Classified Salaries . 

Record fuH-time, part-time, and prorated portions 
, of salaries not identifiable with object classifica- 
tions 2L00 through 2600 (e.g.. noon supervision 
% personnel, students, community aidesfhealth aides, 
i library aides, and building inspectors) 



3000 Employee Benefits 

Record ail expenditures for employers' contributions to 
retirement plans and for health* and welfare benefits for 
employees or their dependents, retired" employees, and 
board members. , * 

3 1 00 State Teachers ' Retirement System Fund 

3110 State Teachers ' Retirement Fund for 
Teachers 

3 1 20 State Teachers' Retirement Fund for 
, Other Than Teachers 

3200 Public Employees ' Retirement Fund 

3210 Public Employees Retirement Sys- 
tem for instructional A iden 
3220 Public Employees Retirement Sys- 
tem . for Other Than Instructional 
Aides 0 

3300 Old Age, Survivors, Disability, and Health 
Insurance 

3310 Old Age, Survivors, Disability, and 
\ Health Insurance for Instructional , 

Aides „ 

3320 Old Age, Survivors. Disability, and* 
Health Insurance for Other Than 
Instructional Aides 
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3400 Health and Welfare Benefits 

3410 Health and Welfare Benefits for 
Teachers and Instructional Aides 

3420 Health and Welfare Benefits for All 
Other Employees 

3500 State Unemployment Insurance 

3510 Unemployment and Insurance for 
Teachers and Instructional Aides 

3520 Unemployment Insurance for All 
Other Employees 

3600 Workers' Compensation Insurance 

3610 Workers' Compensation Insurance 
* for Teachers and Instructional Aides 
3620' Workers' Compensation Insurance 
for All Other Employees 

3900 Other Benefits 

4000 Books, Supplies, and Equipment Replace- 
ment 

^Record under the appropriate subclassification ail purchases 
by contract or by purchase o?3er for books, supplies and 
equipment replacement, include costs for freight and 
cartage 

4100 Textbooks (In accordance with state re- 
quirements) 

Record undeT the appropriate subclassification the 
total amount expended each year- on supplemen- 
tary r textbooks or basic textbooks, include teach- 
ers' manuals and teacher editions Definitions to be 
employed in classifying the expenditures follow 
Elementary 

For elementary school, including grades seven and 
eight of junior high School, "state textbooks" are 
those textbooks adopted by the State Bo^rd of- 
Education for use in elementary schools 
A "basic textbook' is a volume intended for.use by 

I pupils as a pnncipal source of study material for 
i the completion of a subject or course In style, 
organization and content it should meet the basic 
requirements pf the subject course for which it is 
intended 

A "supplementary textbook" is a volume that 
covers part or ail of a subject or cou/se but is not 
* intended for use as a basic textbook A supplemen- 
tary textbook is intended to supply information^ ( 



addition to v or in extension of, information pre- 
sented in the regular or basic textbook The 
governing board may purchase and adopt supple- 
mentary textbooks in addition to those free text- 
books supplied to the district "Supplementary 
textbooks" shall be distinguished from reference or 
library books by the fact that they are supplied m 
quantities permitting use by a group or the entire 
class - 

Teachers' manuals and teacher editions relate to 
the specific basic or supplementary textbook in- 
tended for teachers' use rather than for pupils' 
use 

High School 

For l^gh school, including grades nine through 
twelve, "textbooks" (as defined in the California 
^chpnistrative Code, Title 5, Education, Section 
9540 [a] } that are adopted for use as high school 
textbooks by the governing board of the district 
under provisions of Education Code Section 60400 
shall be recorded in classification 4100, Textbooks. 

Education Code Section 60400 provides that only 
textbooks produced by publishers who have filed a 
bond with the State Board of Education may be 
adopted by the governing'board of a school district 
for use as textbooks m the schools of the district 
School officials should distinguish textbooks on 
the basis of adoptions made by the governing board * 
oY the district 

Teachers' manuals and teacher editions relate to 
the specific bariic or supplementary textbook in- 
tended for teachers* use rather than for pupils' use 

4110 Textbdoks (General Purpose, Funds) 
Record regular purchases of textbooks 

4140 Textbooks (Education Code Section 
60242, Kindergarten Through Grade 
Eight Only) 

< Record purchases of textbooks with funds 
apportioned by the state for instructional 
matenals purposes under Education Code 
Section 60242 

« 

4200 Other Books '< 

t Record under the appropriate subclassification 
expenditures for (1) oooks that have not been 
adopted by the proper authority for use as text- 
books, (2) bookisuch as reference books that are 
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available fo^general use by students even though 
such books may be used solely in the classroom, 
arid (3) ail other books used for reference purposes 
suppbed in quantities too small for group use. In 
accordance with state requirements, library books 
are included 

Expenditures for periodicals, magazines, work- 
books, test materials, drill books, or exercise pads 
and Department of Education bulletins and the like 
•are recorded under object classification 4300. 
Instructional Materials and Supplies. 
Expenditures for school library books for a new 
school library or for material expansion are re- 
corded' under object classification'6300, Books and 
Media fo/ New School Libraries or Major Expan- 
sion^ School Libraries. 

421 0 Other Z?oofo/P%neral Purpose Funds) 
Record regular purchases of other books 

4240 Other Books (Education Code Sec- 
tion 60242. Kindergarten Through 
Grade Eight Only ) . 

Record purchases of other books with 
funds apportioned by the state foj instruc- 
tional materials purposes under Education 
Code Section 60242)* " / 

4300 Instructional Materials and Supplies 

Record under the appropriate subclassificatjon 
expenditures for all supplies to be used by pupils, 
teachers, and other peisonnel in connection with 
the instructional program Include all tests, peri- 
. odicals, magazjps. workbooks, and any other 
supplies used in the classroom- Exclude any items 
- of equipment as defined in Part IV* 
43 1 0 Instructional Materials find Supplies 
(General Purpose Funds) ~ 
Record regular purchases of instructional 
materials arid supplies. 

4340 Instructional Materials (Education 
Code Section 60242, Kindergarteji 
Through Grade Eight Only) 

Record purchases-pf irfstructional materials 
with funds apportioned i>y the state for 
* instructional materials purposes under Edu- 
cation Code Section 60242 1 * 

4400 Instructional Media Materials and Supplies 
Record ^under the appropriate subclassification 
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expenditures for purchases, only, of all instruc- 
tional media materials and supplies for use in 
library and • audiovisual programs. Exclude. any t 
items of equipment as defined in Part IV 
Expenditures for rentals of materials are recorded 
Under object classification 5600, Contracts, Rents, 
and Leases. 

"Instructional media materials" means those 
printed and published instructional materials that 
are suitable for use by, and are to be used by, 
children and teachers in elementary and secondary 
schools and in library and audiovisual programs and 
that with reasonable care and use may be expected 
to last more than one year Include such items as 
periodicals, documents'; pamphlets, photographs, 
reproductions, pictorial or graphic works, musical 
scores, maps, charts, globes, sound recordings 
(including but not lynited to those on tapes and 
discs), processed slides, transparencies, films, film-, 
strips, kinescopes and videotapes processed micro- 
film, "models, t realia, or any other printed and 
published or audiovisual materials of similar nature ^ 
made by any method developed 
''Instructional media supplies ' means those sup- 
plies necessary for the cataloging, processing, stor- 
age, and retrieval functions of the instructional 
media- program. ^Supplies mdude, but are not 
limited to, blank magnetic audio tape and video- 
tape, unprocessed photographic film, unprocessed 
iransparency frlm .and transparency production 
supplies, and other supples necessary for book and 
Audiovisual cataloging and processing This term 
does not include furniture and equipment neces- 
sary for the media program . 

Expenditures for motion* picture film and video- 
tapes of a material cost are recorded utider object 
clasafjcatidn 64 1 0, Audtoytsual Equipment. 

4410 Instructional Media Materials (Gen- 
, eral Purpose Funds Only) 
* Record regular purchases of instructional 
media materials , 

4420 Instructional Media Supplies (Gen- 
. eral Purpose Funds Orriy) 
Record regular purchases of instructional 
media supplier * 

4440 Instructional Media Materials (Edu- 
cation Code, "Section 60242, Kin- ** 
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dergarten Through Grade Eight- 
Only) 

Record purchases of instructional media 
materials with funds apportioned by the 
state for instructional materials purposes 
+ under Education Code Section 60242, ^ 

4500 Other Supplies 

Record expenditures for other supplies such/as 
custodial, gardening, and maintenance supplies, 
other supplies for operation, repair, and upkeep of 
equipment, buildings and grounds, and vehicles, 
and other medical and office supplies, 

4600 Pupil Transportation Supplies 

Record expenditures for fuel, oil, tires, parts for 
repair, small tools, and so forth 

4700 Food Services 

Record under the appropriate subclassification 
expenditures for all food and supplies used in food 
service programs or in a particular program or 
project 

4710 Food 

Record^expenditures for food used in food 
service programs_for breakfast, snacks, 
hinch, and so forth, other than for instruc- 
tional purposes 1 
Expenditures for food used for instruction 
in a regular classroom (e,g,, in a cooking 
class) are recorded under object classifica- 
tion 4300,' Instructional ^Materials arfil 
Supplies. 

4720 Meals for Needy Pupils- 
4790 Other Food Services Supplies 

4800 Equipment Replacement . 

Record expenditure* for articles of equipment, as 
defined m Part IV, that are replaced on a piece-for- 
piece basis, 

5000 Contracted Services and Other Operating 
Expenses 

^N^ecord expenditures under contracts for personal services, 
rents and leases, and other operating expenses such at dues, 
travel, msorance, utilities, and legal 

«» * 
5100 Contracts for Personal Services of Consul- 
tants, Lecturers, and- Others for % -Direct 
Assistance to Teachers, Pupils, or the Cur- 
riculum or Health Programs 

• V ' S3 



5 1 1 0 Contracts for Personal Services (Gen- 
eral Purpose Funds) 
Includes contracts for personal services, 
consultants, lecturers, or others including 
the employment of other organizations 
>(ie., Western Association of Schools and • 
Colleges- [WASC]) Record expenditures 
under contracts for services provided by 
ounty superintendent of schools, 
other school districts, or pnvate enterprise, 
5 1 40 Contracts <fdr Personal Services (Ed u- 
. , ■ cation Code Section 60242, Kin- 

dergarten Through Grade Eight 
Only) 

Record expenditures for personal services 
of consultants to assist m use of state- 1 
adopted instructional materials with funds 
apportioned by the state "for instructional 
materials purposes under Education Code 
Section 60242 Record all other expen- 
ditures for personal services under classifi- 
- cation 5110, . 

5 200 Travel and Conference Expense 

Record reimbursements for actual and necessary 
expenditures incurred by employees and" other 
distnet representatives for travel and conferences 
(Education Code sections 35044 and 44032). 

5300 Dues and Memberships 

Record the membership fee of any distnet or 
school in any society ^association, or organization 
as authorized by Education Code Section 35172. 
* Record the membership fee of the governing board 
in any organization as authorized by Education 
Code Section 35172 ' 

5400 Insurance • 

5410' Fire and Theft I 

, Record expenditures for alT forms of insur- 
ance covering the loss of, or damage to, 
property of the school distnet from fire, 
theft, storm, or any other cause. Also 
record here costs for appraisalsof property 
for insurance purposes, 

5420 Liability Insurance 

Record expenditures for insurance cover- 
age of ,the district, its officers, and em- 
ployees against losses resulting from 
property damage or public liability 




5430 Fidelity Bond Premiums 

Record expenditures for any bonds guaran- 
teeing the school district against losses 
resulting from the action of its employees. 

5440 Pupil Insurance 

Record expenditures for accidental death 
^ insurance and medical and hospital insur- 
m ance for pupils. 

5500 Utilities and Housekeeping Services 

Record expenditures for water, fuel, light, power, 
telephone, waste disposal, laundry and drycleawng, 
and so forth Include contracts for these services. 

5600 Contracts, Rents, and Leases 

Record payments for rentals for, or leasing of, 
land, playground sites, athletic fields, equipment, 
and buildings. 

Record payments to independent vendors for 
purchase orders or contracts for transportation, 
maintenance, and repairs to buildings or equip- 
ment 

Record contracts with architects for repairs. 
Record contracts for audiovisual services, library 

* services, and services not otherwise designated. 

5 700 Legal, Election, and A udit Expenses 

Record assessments for other than capital improve- 
ments, including state assessment for nonuse of 
school sites 

Record advertisements of bond sales and advertise- 
ments required by law. 

Record judgments, lawyers' fees, election costs, 
audit costs, and so forth. 

Assessments for capital improvements are recorded 
under object classification 6100, Sites and Im- 

• provtment of Sites. 

Advertisements not required by law (e g , employ- 
ment notices) are recorded under object classifica- 
tion 5800 

5800 Other Services and Expense for A dministra- 
tive Distrktwide Operation 

Record expenditures for surveys, appraisals, and 
costs of and interest on loans, physical examina- 
tions, fingerprinting; X rays, payment^or damage 
to personal property, advertisements not required 
by law, and so forth. 

Appraisals in connection with site purchases are 



recorded under object classification 6100, Sites and 
Improvement of Sites 

5900 Inierprogram Charges and Credits for Direct 
and Indirect Support Services 
This object classification is not a budgetary classifi- 
cation but is a transfer classification to be used 
only to transfer interprogram debits arid credits for 
direct and indirect support services, materials, and 
equipment. (See discussion on procedure in Section 
B, Part III.) 

6000 CapitaT Outlay 

Record under the appropriate subclassification capital 
outlay expenditures for sites, buildings, books, and new 
equipment. 

6100 Sites and Improvement of Sites 

Record expenditures for each of the following 
Acquisition of land dhd additions to old sites and* 
adjacent ways. Include incidental expenditures in 
connection with the acquisition of sites, such as 
appraisal fees, search and title insurance, surveys, 
and condemnation proceedings and fees If a site is 
not purchased after the appraisal or survey, record 
the expenditure m classification 5800, Other Ser- 
vices and Expense for Administrative Districtwide 
Operation. Include demolition costs for removal of 
old buildings on newly acquired sites' 
Improvement of new and old sites and adjacent 
ways. Include such work as grading, landscaping, 
seeding, and planting shrubs and trees, constructing 
new sidewalks, roadways, retaining walls, sewers, 
and storm drains; installing hydrants, treating soil 
and surfacing athletic fields and tennis courts for 
the first time, furnishing and installing, for the first 
time, fixed playground^ apparatus, flagpoles, gate- 
ways, fences, and underground storage tanks tfiat 
are not parts of building service systems; and doing 
demolition work in connection with improvement 
j>f sites^. 

' Payment of special assessments Include assess- 
ments against the school distnct for capital improve-, 
ments "such as streets, curbs, sewers, drains, and 
pedestrian tunnels whether on or off school 
property. 

6200 [Buildings and Improvement of Buildings 

Record costs of construction or purchase oT'new 
buildings and additions and replacement of obso-. 
lete' buildings, including advertising; architectural 
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and engineering fees; blueprinting; inspection ser- 
vice (departmental or contract), tests and examina- 
tions; demolition work in connection with con- 
struction of new buildings; installation of plumbing; 
ii^talla^on of electrical, ^frinkling, or warning 
devices; installation of heating and ventilating 
fixtures, attachments, and built-in fixtures; and 
other expenditures directly related t^o the construc- 
tion or acquisition of buildings ^ 

6300 Books and Media for New School Libraries 
or Major Expansion of School Libraries 
63 1 0 Library Books 
6320 Library Materials 

^ Refer to object cUssification 4400, Instruc- 
tional Media JWte rials and Supplies, for 

^definition of instructional media materials 
\ 

6400 Equipment 

Record expenditure* for initial and additional 
items of equipment such as furniture, vehicles, 
machinery, motion picture film, videotape, and 
furnishings that are ' not integral parts of the 
building or building service system Equipment is 
defined in Part IV of this manual 
Piece for-piece replacements of equipment are 
recorded under objec t cla rification 4X00 Equip- 
ment Replacement 

Initial additional built-in fixtures that are an 
integral part of the building or building service 
system are recorded under object classification 
b200. Buildings and Improvement of Buildings 

64 1 0 A udiovisual Equipment 

6420 Library Equipment 

6430 Food Service Equipment 

6440 Pupil Transportation Equipment. 

Including New Buses 
6490 All Other Equipment 

r 

Note 

A district may use day labor or force account within the 
limits of the law (tducation Code Section 39649) to 
lmprove^new or old sites, construct or improve buildings, 
and fabricate equipment The expenditures for such day 
labor or force account, including materials, sjiall be a direct 
charge to the Facilities Acquisition and Construction 
program. Such expenditures may include salaries of mainte- 
nance personnel (object classification 2400, Maintenance 



and Operation Salaries), fringe^ benefits (object classifica- 
tion 3000, Employee Benefits), and necessary materials and 
supplies (object classification 4500, Other Supplies). 

7000 Other Outgo 

7100 Debt Service 

Debt service consists of expenditures for the 
retirement of debt and for interest on debt, except 
principal and urterest on current loans (money 
borrowed and repaid during the -same fiscal year) 
% 7110 Annual Repayment on Account of 
Public School Building Apportion- 
ment 

7120 Annual Repayment on Account of 
S/ate School Building Apportion- 
ment 

1 1 30 Bond Redemption 

7140 Bond Interest and Other Service 
Charges 

* Record expenditures for bond interest artd 
bond and coupon service fees 
7150 Repayment of State Sdhool Building 
Fund Aid by Warrant to the State 

r 

Treasurer Out of Proceeds from Sates + 
of Bonds (Education Code Section 
16058) 

7160 Payments to Original District for 
Acquisition of Property 

Record expenditures to cover the liability 
of a % 'new school district" toMhe original 
district for its proportionate share of the 
bonded indebtedness of the original district ■ 
(Education Code Section 4147) • 

7190 Other Payments 

7200 Outgoing Tuition 

7210 Tuition for Junior High School 
* (Grades Seven and Eight) (Education 
Code sections 37062- 370J1) 

7220 Tuition for Instruction Under Inter- 
district A ttendance Agreements 

Record tuition under interdistnct atten- 
dance agreements for general or specific 
instructional services, including transporta- 
tion, for designated pupils (Education 
Code sections 46600 46610). 
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7230 Tuition for Instruction Provided in a 
Tuberculosis or Polio Ward . 

Record tuition for education provided, in a 
tuberculosis or polio ward, hospital, or 
sanatorium maintained by a county or 
group of counties (^ducation Code sec- 
tions 56750-56752). 

7240 Tuition and Transportation of ChiU 
< . dren Attending Classes for Handi- 
capped 

Record tuition and transportation costs of 
children attending classes for physically 
handicapped (Education Code sections 
1850 and 56709), educationally handi- 
capped* (Education Code Section 56602);' 
multiply handicapped (Education Code 
t ; Section 56031)' and- mentally retarded 
(Education Code sefcons 1880. 56519. 
and 56529) maintained by a county super- 
intendent of st^ools or by other school 
districts 



7250 Tuition for Regional .Occupational' 
Centers or Pogroms (Current 
Expense) 

^ Record tuition paid (for* current expense 
^only) to those regional occupational cen- 
ters or piograms operated under a joint 
pow&TS agreement (See object classifica-, 
tion' 7290, Other Tuition, for region'aL 
occupational centers or programs opfcjal^d^^ Example 
by other school districts ) 



drens Institutions (Education Code 
sections 42900-42911). 



7280 Tuition for Exceptional Children 

Record tuition paid for the education of 
exceptional children for whom no appro- 
priate special education facilities and ser- 
vices are available or can be provided 
(Education Code sections 56030-56038 
and 56332). " 

7290 Other Tuition . 

Record tuition paid (for current expense 
only) to those regional occupational centers 
or programs operated by other school dis- 
tricts not under a joint powers agreement. 
Also record tuition not otherwise identified 



Note- . 

Interdistnct payments for specific services provided by 
one school district foi another (such as health, administra- 
tion, instruction, or transportation services provided the 
, pupils of one district by another district) should be charged 
tt> object classification 5600, Contracts, Refits, and Leases, 
and to the appropriate program for the service. When such 
an interdistnct payment is received, it must be accounted 
for and recorded on any financial reports of the district 
receiving the payment as a reduction of the expense for 
such service. 
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7260 Tuition for Regional Occupational 
Centers or Programs (Capital Outlay) 
Record tuition paid (for capital outlay 

. • expense only), to regional occupational 
centers or programs operated by other 
, school districts, or county superintendents 
of schools, ancL regional occupational cen- - 
ters operated uVuier a joint powers agree- - 
ment. * \ 

7? 70 Tuition for Nonithmigrant Children, 
Noncitizen Children, and Children 
Residing in Foster Homes au(i Chil- 



Two school districts corflbct with each othef for 
pupil transportation services The following procedure is 
^used in reporting such transactions 

District A, which receives pupil transportation ser- 
vices, charges object classification -5600. Contracts, 
Rents, and Leases, and "the Pupil Transportation pro- 
gram 

. District B, which performs the services, records 
income (reimbursement from district A) as an abatement 
to ^e appropriate object of expenditure for such 
services and thereby reduces the expenditure charged to 
the Pupil Transportation program. (Objects of expendi- 
ture that may be abated (of such income are classifica- 
tion 2600 for salaries, -appropriate subclassiTications of 
the 3000 series for employee benefits, classification 
4600 for supplies, classification 4800 for equipment 
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replacement, classification 6440 for r\ew equipment, and 
any others appropriately charged in the performance of 
the service.) 

If »th4 actual expenditures for abatement purposes 
cannot be identified, the total income received shall be 
allocated on a reasonable basis to object classifications 
2600, 3000, and subclassifications 4600, 4800, 6440, and 
others; and to the appropriate program. 

The gross amount expended, the amount recovered by 
payments from one or more other districts, and the net 
.amount of expense are desir ble for local oost studies. 
Costs should be available for state reports if requested. 

For accounting of interdistrict payments for cooperative 
pfojects, see section III-C of this manual 

7300 Interfund Transfers 

Record the foljowing transfers 

7310 From the General Fund to the Child , 
Development Fund and the Develop- 
ment Centers for JJandicapped Pupils 
Fund (Education Code Section 
4 4101 3 and California Administrative 

Code, Title 5, Education, sections 
15^50-15052) 

i 7320 Between the General Fund and the 

Special Reserve Fund (Education 
Code sections 42840-42843) 

7330 To the Public School Building Fund 
or to the State School Building Fund 
from All Other Funds of the District , 

(Education Code sections 15746 and 
16095) 

Record transfers of any monies of the 
district that are required to be expended 
for the project for which such apportion- 
ment was made 

7340 From the Bond Interest and Redemp- 
tion Fund to the General Fund 

Record transfers of monies from the Bond 
Interest and Redemption Fund, after all 
prfhciparand 'interest payments have been 
made, to the General Funci or to the 
Special Reserve Fund (Education Code 
sections 1 5234-1 S235). 

7350 From the General Fund to the 
Deferred Maintenance Fund. (Educa- 
tion Code Sections 39618-39619 5) 



7390 Other Authorized Interfund 
Transfers 
7400 Other Transfers 

7410 From Funds of a Lapsed or Reorga- 
nized School District to Another 
" School District (Education Code Sec- 

tion 35724) 
7420 To the County School Service Fund 
for the Education of Mentally Re- 
tarded Minors 

Record transfers in school districts with 
less than 901 units of average daily atten- 
dance in the elementary schobls of thl 
district (Education Code Section 1880) 
The funds are raised by a special tax and 
transferred by the county auditor* 

7430 To the bounty School Service Fund 
for Special Education Students (Edu- 
cation Code Section 1705) 

7440 Transfers to School Districts from 
Responsible Local Agencies for Spe- 
cial Education Master Plan 

7490 Other Transfers \ 

7900 Appropriation for Contingencies (formerly 
' Undistributed Reserve) 

* appropriation for contingencies is that portion of 
the current fiscal year's appropriation that is not 
designated for any specific purpose but, is held 
subject to the intrabudget transfer, that is, transfer 
to other specific appropriations as needed during 
the fiscal year No expenditure shall ever be 
recorded under this classification, it is an appropri- 
ation classification only 

SECTION B 

'Direct Costs, Direct Support Costs, 
and Indirect Cost Distribution 

The distribution of direct costs to all programs 
and the subsequent distribution of direct support 
and indirect costs provides the meaM fof assessing 
the fiscal impact of operating all programs. This 
kind of cost identification is critical to the develop- 
ment of a meaningful management ' information 
systenr: 

Methods of allocation of direct costs and distri- 
bution of direct support charges and indirect 



charges are presented herein for determination of 
total program costs. Charges which are useci by 
multiple prograjns, such as data processing, dupli- 
cating, and -reproduction costs, should be recorded 
as direct costs to each user program. 

Direct Costs 

Direct costs are those expenses which can be 
charged directly as a part of the cost of a product 
or service, of a department or operating unit, or of 
a program. Direct costs are distinguished from 
direct support costs, which can be distnbuted 
among one or more programs, and indirect costs, 
.which must be distributed to 'all instructional 
programs, 'special projects, and auxiliary programs. 

All direct costs charged to programs are classi- 
fied as objects of expenditure. These objects of 
expenditure are discussed in detail in Part III, 
.Sect ion A (See also Exhibit I-D-l, Normal Object 
Classification of" Expenditures by Major Program 
Functions.) 

Direct costs should be charged to the program 
most clearly identified with the purpose for the 
cost. Examples of costs easily identified with a 
particular program are teachers' salaries, bus 
drivers' salaries, and textbooks. 

Other direct cost& such as employee benefits, 
substitute teachers' salaries, and miscellaneous 
instructional supplies -costs that are not so easily 
related to specific programs -may be charged to 
holding (suspense) programs for subsequent real- 
location to using programs 

Direct Cost Prorations 

Direct cost prorations may>*be defined as the. 
assignment or distribution of costs to programs in 
proportion to the benefits such expenditures pro- 
vide in accordance with a formula or other 
equitable procedure Two kinds of direct costs 
require proration those charged to a holding 
program for subsequent reallocation and those split 
between two or more programs at the time of 
initial recording .of the costs. 

Holding Programs 

The holding program is a suspense account, 
which holds the costs temporarily until they are 
assigned t#the appropriate il^mg program. Direct 
costs such as employee benefits, substitute 
teachers' salaries, and miscellaneous instructional 



supplies are difficult to assign directly because they 
are lump sum payments. » The use of holding 
programs facilitates timeliness of detail accounting 
processes and allows for clear determination of the 
appropriate placement of charges. All charges to 
holding programs should be transferred to ^the" 
appropriate programs on a monthly basis. In no 
instance may a balance remain in a holding ' 

4* 

program at year-end. 

Substitute teacher salaries There are three 
methods of allocating substitute teacher salaries* 
by actual substitute assignments, by number of 
certificated teaching personnel, or a combination 
of the two methods. 

Actual substitute assignments This method pro- 
vides that costs of short- and, lojig-term substitute 
teachers be charged to the* programs \n which the' 
* teachers actually substituted. Records of Jhe pro- 
gram assignments are maintained for each teacher 
and the costs allocated accordingly. The charges 
may be made directly to the appropriate programs 
when paid, or allocated monthly from a holding 
program. 

Number of certificated teaching personnel This 
0 method of alloca-ting the costs of short- and 
long-term substitute teachers is* based upon the 
number ol certificated teaching personnel eligible 
for substitutes. Since ihp salaries of substitutes 
may, be considered a normal cost of all programs, 
both long- and short-term substitutes' 4 salarfes may 
be charged to all programs on a pro rata basis. 

Site Allocations Using any of the above alloca- 
tion methods, collecting the costs t^y site may be 
preferred so that, tjie proration is relative to 
experience at each site. 

Employee benefits It is Recommended that a 
holding program for employee benefits be estab- 
lished. For example, the personnel program might 
be used for holding purposes. The proper object of 
expenditure is used with the initial charge to the 
holding program. (See the example, page IH-14.) 

Miscellaneous instructional supplies Miscel- 
laneous instructional supplies that affe not identi- 
fiable with specific instructional, programs at the 
time of purchase should be charged to a folding 
program (subclassificatidn of object of expenditure 
classification 4300) in the instructional administra- 
tion or instructional media programs for subse- 
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quent distribution. The miscellaneous supplies 
should be. allocated monthly to the instructional 
programs based on actual usage or on the ratio of 
eich program's enrollment to the total accumu- 
lated^enrollmenlfof all instructional programs. 





Detailed expense code 


Amount 


^Description 


Site 


Object 


Pro- 
gram 


Debit 


C red Pi 


S?Us fund Ex- 
* pense (holding) 


500 


3100 


xxx ; 


y $20,000 




Cash m County 
Treasury 


500 


\9100 
3100 


-XXX 




$20,000" 


? Instructional Pro* 
gram Employee 
Benefit Expense 


181 ' 


xxx 


2300 




STRS Fund 
Expenses* 
(Holding) 


500 


2ft 00 


xxx 




2^00 




NOTE The two entries represent (a) the initial recording of a State 
Teachers' Retirement SysteM Fund disbursement tn its proper 
object and folding program, and (b) the subsequent proration of a 
share of the" State Teachers' Retirement System Fund fTp^Jhe 
holding program to an instructional program For purpi 
making this employee benefit expense allocation, tectog^oay 
'established in ttoe payroll system representing amounts per cej"trfi 
cated employee and amounts per classified employee, respectively 
# 

Two or More Programs 

Salaries x>f personnel working in two or rribre 
programs are prorated on the basis of time spent in 
. each program Equipment and services utilized by 
more than one> program are* prorated on the basis 
of equipment usage and, the percent of service 
provided to each program. g 

. 4 Direct Support 

Direct support charges constitute a reallocation 
" of portions of the direct costs accumulated in the 
various support programs. In order to comply with 
the requirements of the Annual Financial Report 
of Programs as *well as requirements of certain 
other programs for which these direct support 
charges are required for ^state reporting, eacn 
district superintendent and county superintendent 
shall^allocate the portions of the*#rfect costs in the 
support programs for services rendered to the 
instructional programs, special projects, and auxil- 
iary-programs. One »or, more . of the following 
criteria shall be applie<f to identify a charge as 
direct support. , i 

l.Tfre costs'of services are readily $nd reason- 
i ably identified as support to a particular 
program, 
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2. The * administrator of the using ^program 
usually has some control over, or respon- 
sibility for, the costs of services. 
3^he °costs of services in question w^|d nq 
, ' longer l be necessary if the using w program were 
discontinued. 
4. The costs of services from a support program 
for which, by definitional! costs must be 
* disf W ft uj*d as direct suppqpft (Applies to 
Pupil Services and Pupil Transportation) ^ 
One example of a direct support charge is the 
cost for a field trip cfiarged (debited) to an 
_ip&tr?te^pnal program and credited to the trans- 
portation program-a secvice that was specifically 
requested for an instructional program beyond the 
normal home^to-school transportation services pro- 
vided to students. 

/Viother example is the salary, or prorated 
portion of the 'salary, of a psychologist who 
provided a^specific service to .a special education 
m^ructional program. 

Direct costs pf support programs also may be 
charged to other support programs as direct sup- 
port charges, For example, the instructional media 
prpgram rlquests maintenance d%i its equipment, 
the cost m the time and material is shown initially 
as a direct cost of the maintenance program but 
subsequently is .distributed as a direct support 
charge to the instructional media program. 

Auxiliary programs, such as Jio'od services, may 
be subject to the distribution of direct support^ 
charges to or from other programs, For example, 
the direct costs of special* preschool meals initially 
are charged to the fodd services prog^rp £hd 
subsequently distributed as flirect support charges 
to the preschool program. 

As another example, the direct costs of custodial , 
servtces^are initially charged, tQ the operations 
program and then distributed *as dfrect support 
charges to the food service^progr^n. 

If a support program's services directly benefit 
other progiams>-such transportation services 
provided to an instructional program for a field 
tnp-the costs should 'be* charged, to the using 
instructional program ij\ much the same way that 
an outside firm would charge for its servfce$. The 
charge is actually a transfer of costs by the use 6f 
an interprogram charge and credit transfer. 

Several methods may be used to accumulate and 
allocate direct support charges. The intent of this 
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Method(s) Use one or a combination of methods as 


specifiep^n this chart 


* 


• • 


* 

* . Support service program 


Time and 
materials 


Rate per 
mile 


Work 
ortfef 


A d a or 
enrollment 


Number of classes 
teachers served 


Time-floor area or 
quantity consumed 


Hour 
consumption 




^ ^ ' 

Instructional Administration 
Instructiofcl Metlia 
School Administration 
Pbpil Services 3 , » 
District Administration 
Maintenance 

Operations . . , , . * . 
Transportation 3 . . . . 


. 

* 

X 
X 

x 


X . 


X 

X 
X 


X 

X<J 

Xb 


• X 
X 

XC 

< 


J* 

X 


X 
X 



, b Pupils actually transported. 
c Applicable to master plan pn>grams only 
^Applicable to grounds and water^only 
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Figure MI-1. Methods of Allocating Direct Support Costs from Support Service Programs 
H to Instruction^ Programs, Special Projects, and Auxiliary Programs 



section is to , authorize sufficient alternative 
methods to meet individual needs while at* the 
same time rpaintaining a system that develops 
reasonable comparable data among all school dis- 
tricts and offices of county superintendents of 
schools. One or more alternative methods shall be 
available for each siifiport and auxiliary program to- 
be u's^d \n determining direct support charges. The 
methods are shown for each program in 'Figure 

Description of Methods 

,» 

The following methods shall be used to allocate 
direct support charges 

Time-and-materials method (Appropriate for all 
programs) The costs of salaries and benefits are 
aecumufated in proportion to the time, spent ancf 
the cost of materials used (if any) on^ given* 
assignment 

Example + 

The salary and benefits of the director of special 
education are a direct charge to the district administra- 
f tion program The charges are prorated to each special 
education program based on the time spent and the cost 
of any materials used. 

Rate per mile fnet\\od (Appropriate for Trans- 
portation program) Under the rate per' ttiile 
method, the total costs of operating a vehicle are 
divided by the number of miles driven This 
formula may be based on the prior year's costs or 
^on estimated costs for rhe currenyyear* 

Work order methofl (Appropriate for Instruc- 
t;onal Media. District Administration, and Mainte- 
nance - % programs) A , variation of the tjme and 
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materials method is the work order method where- 
by charges for time for a specific job performed for 
a program and the cost of the 'materials used are 
accumulated' on work orders by the servicing 
program. The total cost' from the work order is 
transferred as a direct support charge to4te using 
program'. For example, a printing "department 
maintains ji work order system for job 
performed for all other programs in the dRtnct. 

When actual costs cannot be readily identified, 
then scfm$ method of proration must be used. * 

Average daily attendance or enrollment method 
(Appropriate for Pupil Services. Operations, and- 
Transportation programs) The average daily'atten- 
dance or enrollment method is a way of prorating 
costs by taking the ratio of the pupils in an ' 
individual program to the total pupils served by tjie 
support program. This method is appropriate when 
pupils are served equally, or when required to 
distribute residual costs in the Pupil Services and 
Transportation Programs 

Example , * 

A team of psychologists serves three special education . 
programs Program A" with 30 students. Program B with 
20 students, and Program C. with 25 students A ratio is 
established between the number of students in each 
program and ^the total number in the ttiree special 
education programs served by this team, the total cost 
* of the psychologists' salaries and benefits is $6,700 per 
rhonth. The cost is allocated among the programs, 40 
percent^ 2 ,680) to Program A/27 perc?rrt ($1,809) to 
Program B, and 33 percent ($2,21 1) to Program C 

Rumlhr of , chsses/ teachers served method 
'(Appropriate for Instructional Administration, 
School Administration, and Pupil-^Services pro- 
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gramS) The number of classes/teachers served 
method is a way of prorating «costs by taking'the 
ratio of the number of classes/teachers (full-time 
equivalents) served in an individual program to the 
total number of classes/teachers /served by the 
support program This method is appropriate wh^|f 
classes/teachers are served equally/ 

Example 

A school principal's office serves a staff of 18 
persons, including 15 regular teachers and 3 EMR 
teachers The School Administration support program 
costs attributable to the EMR program would be 3/18 X 
total schools administration program costs 

Time-floor area method (Appropriate for Oper- 
ations program) The time-floor area method' is 
used to prorate expense to a given program 6n*the 
basis of th% floor area occupied by the program in 
proportion to the total floor area and the percent 
of time such floor area is used» j 

/ 

Example m * 

The cost of treatment fdr an existing plant floor area 
of 60,000 square feet is SI hot)' One-thud of the total ' 
area, or 20,000 square feet, is used for equal amounts of 
time by classes for adults and classes for each of grade? 
nine through twelve The classes for adults consume 
one-fifth of the class time, therefore, the amount of 
expense distributed to classes for adults is one-fiftr 1 of 
one-third of Si .000, or $66 67. 

The square footage of the Hoot area may be 
determined by actual measurement or, by the 
"classroom units" basis , The ''-classroom knits" 
basis involves allocating Direct Sui^port Costs using' 
•ffie number of classrooms utilized by t each pro- 
gram. Large spaces, such as cafeterias and audi- 
toriums, are allocated on an equivalent number of 
standard .classrooms Jjasis J^or example, if a stan- 
dard classroom in a^chool is 970 square feet and 
tfie cafeteria occupies 7760 square feet, the cafe- 
tern costs would be allocated as 8 classroom units 

Example 

A school might 'contain the following "classroom 



units 



14 Regular Classrooms 
2 EMR Classrooms 
1 EH Classroom 

Cafeteria 



Classroom Units 

• 

2 
1 

- „ ' 8 
Total 25 



' In the allocation of'Direct Support dbsts using 
the "classroom units" basis, General Education 
programs would receive 14/25 (56 percent) and EH 
programs would receive 1/25 (4 percent) of the 
costs. 

If, for instance, the cafeterias used by more 
than one program, the hqur-cmisumption method 
would be used to further^istnbute the costs to the 
user programs. 

The/'classro6m units" basis assumes all*common 
space, suoh as corridors, restrooms, offices^and so 
forth, benefit each room in proportion to the 
floorspace occupied by the room/such common 
spaces are ignoredTor purposes of computation. 

Hour-consumption method (Appropriate for 
Maintenance and Operations programs) Proration 
of an expenditure by the hour-con suTnjaJion 
method ' is made by charging the program jUn 
proportion to the length of time the program uses 
the facilities. 

Example ^ 

Classes for the mentally retarded use certain school 
facilities: Expenditures for water, electricity, and heat - 
are prorated on the basis ofcthe hours the building is used 
for Vlassesjor the mentally retarded in proportion to the 
amount of time the building is u*ed for all types of 
classes 

Quaniity-Constimed method (Appropriate for 
Operations program) The quantity-consumed 
method is used to prorate expense to a given 
program in proportion to the actual amount of 
supplies consumed, 

* 

Example 

Paper towels are purchased at a cost of S 1 ,000 
One-tenth of the towels are used by recreational groups 
m the community service program Ten percent, or 
S 1 00, is a proper charge to this activity 

* Rfter an allocation of support program charges 
ha£ been made, rhe cost of a support program wiffc 
appear as total direct costs plus direct support 
costs fnom other programs, less direct support 
charges to other programs. The cost of an instruc- 
tional program wijfcappear as total direct costs plijs 
direct support charges 

Direct support program' Charges shall be distri- 
buted, but the^<should be shown separably and as 
an addition (debit) to the programs they directly 
support As direct support, program cffargeK are 
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added to other programs, a * like amount will be 
subtracted from (credited to) the support programs 

fjoro which the charges were distributed 

* - 
v 

<v ~ ... * 

Application of Methods 

Special Projects ^ , 

Special projects are unique in that they, have 
their own funding and are entirely in support of an 
instructional program or another support program 
The donor-authonzed support services have already 
been charged as direct costs to the special projects, 
so no further distribution is necessary unless the 
district provides local or general state aid support 
for these projects 

SPKlAl. NOTF The distribution o\ the spepaJ projects to the 
instructional programs is at the discretion of the district and is 
not required lor state reporting However, the special projects 
shall not be distributed to the instructional programs until arte: 
the mdireU LO^ts have been applied 

. The method ofallocatmg district contributions 
as direct support charges to special projects shall be 
as follows 

1 Salaries of the district director of projects, 
salaries of clerks, employee benefits, supplies, 
and other costs charged directly to the district 
administration program time and materials 
method 

2. Instructional media service costs and media 
equipment rental time and materials or work 
order method 

J Pupil services costs, such as Salaries for 
psychologists and nurses, employee benefits, ' 
special testing, and physical examinations- 
time and materials method 

4 Custodial and other operations costs -time 
and materials method, time-floor area meth- 
od, or quantity-consumed method * 

5. Food services costs- time and materials or 

quantity-consumed method 
6 All other charges-time and materials method 
Instructional Support 

Costs of services that are readily and reasonably 
identifiable within the rnstructional administration, 
instructional media, and. school administration 
programs, which support various instructional and 
auxiliary program*, shall be transferred to the using 
program through the use of an interprogram charge 
and credit transfer rnples" of such costs, are 
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elementary and secondary supervisors' arfd clerks* 
salaries and employee benefits, costs of services for 
the use»of instructional media and costs of media 
equipment rental for a particular .program, prin- 
cipals' and clerks* salaries, employee benefits; and 
supplies. All remaining costs ^iall be distributed as 
indirect costs as shown on page Iljl-19 

Pupil Services 

All pupil services- costs shall be distributed as 

direct support charges through the use of an 

interprogram charge and credit transfer. No 

residual costs wiil remain in this support service to 

be distributed as indirect costs. 
*v 

Attendance and welfare Attendance and welfare 
costs shall be distributed on an enrollment ora.d.a. 
basis to all instructional programs Exception 
costs of attendance and welfare personnel that 
are assigned to a particular plant, such as a high 
school, shall be direct supporj^costs based on the 
time-and-matenals method. 

Guidance and counseling Guidance and oounsel- 
\ ing costs that are readily and reasonably identified 
shall be distributed on a time-and-matenals basis. 
Example 

A counselor is assigned to a given site, such as, a high 
school. The salary and employee benefits of the 
counselor and the clerks and any materials used are 
charged to the appropriate instructionaTprograms 

That portion of cosjts for which thef time-and- 
materials basis is riot feasible shall be distributed 
on an enrollment or a.d^a. basis. 

Health Health costs shall be distributed on the 
basis of time and materials Examples^are salaries 
and employee benefits of psychiatrists and nurses, 
special testing, and physical examinations that are 
distributed "to the applicable instructional pro- 
grams. That portion of costs for which the time- 
and-matenals basis is not- feasible shall be distrib- 
uted on an enrollmen^or a.d a, basis. 

NOTh^'Sonae Master Plan categories {Resource Specialist, 
Nonpublic Schools projj&ms, and certain D1S programs) do not 
generate a.d a or enrollment All Direct Support Costs must be 
^ allocated to these programs ©n a tfme and materials and/or 
number of classes/ teachers served basis. 

General Support , 

County superintendent and district administra- 
tion District and county*supenntendcnt adminis- 
trative costs shall be distributed using the time-and- 
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materials method for those costs that are readily 
and reasonably identifiable. The work or^er 
method shall be used for administrative services 
such as noninstructionar data processing, printing, 
and duplicating services. 

The remaining administrative costs shall be 
^distributed as indirect costs* as described on page 
III-19. 

% Maintenance services All maintenance services 
that are readily and reasortably identifiable shall be 
transferred^© the using program by the use of an 
interprogram pharge and credit transfer. The 
charges shall be the actual costs of providing the 
service, based on a work osder system and/or a 
time-and-matenals basis of charges 

Examples of maintenance services are main- 
tenance and repair of (jnver training vehicles and 
equipment, maintenance and repair of instructional 
equipment used in the classroom, and maintenance 
and repair of food service equipment. • 

The remaining maintenance costs shall be distri- 
buted as indirect costs, as described on page 111-19 

Operations services Operations services that are 
readify and reasonably identifiable shall be trans- 
ferred to the using program by the use of an ' 
interprografn charge and credifttransfer Operations / 
services that sball be charged as direct support to 
the using program include site custodial .salaries. ' ' 
employee benefits, supplies, utilities, laundry jind • 
dry cleaning, uniform repair, andP* other services 
performed,for the benefit of a particular program 
* As applicable, the time and materials, time-floor ■ 
area (using acreage instead of square feet for 
grounds), quantity consumed, hour-consumption, 
a.d.a. or enrollment (for grounds and water only), 
or a combination of these methods* shall be'used 
The remaining operations costs shall be distri- 
buted as indirect costs, as described* on page 111-19 

Transportation services Costs of transportation 
services shall be transferred as di&e^t^jjpport costs 
to all the programs and projects utilizing these 
senoces by the use of an interprogram charge and * 
credit transfer in the following manner * , 

1 All field trips shall be charged to the using 
program based on one of the following 
methods 

a. Actual charges from the bus contractor 



b. Fixed rate per mile based on prior year 
costs or estimated costs for the current 
year 

c. Fixed rate per mile plus hourly/ rate charges 
per trip 

2. Transportation costs for physically handi- 
capped, trainable mentally retarded, or 
autistic students or sjk^ial transportation for 
students in special day classes under Comffre- 
hensive Plan for Special Education and costs 
for transportation of any of those students to 
California slate schools or to school districts 
other than their own shall be charged* to the 
special education subprogram, transportation, 
by 6ne of the following methods. 

a. Actual charges from the bus contractor or 
actual costs computed by the school district 

b Tixed rate per mile, based on prior year 
costs. or estimated costs for the current 
year, multiplied by the number of miles per 
day for each program, multiplied by the 

V number of school days 

q Afixed rate per mile, plus hourly charges, 

^multiplied by the number of miles per day 
( for each program, multiplied by the 
\ number of school days < - 

3. Other transportation, not home-to-school, 
/uch as transportation to athletic events. 
yeliv.ery of regional occupational program 
stflttents to place of employment, and trans- 
portation 'from scho61 to school, and to and 
from E A S. meetings shall be charged a$\in 
(2). . V 

4 The remaining transportation charges (home- 
to-school costs for the district preformal, 
elementary, secondary, and regional occupa- 
tional centers or programs; educable mentally 
retarded students, educationally handicapped 
students, and pupils in Comprehensive Plan 
for Special Education not requiring special 
transportation) are distributed as follows 

a. Divide the total remaining transportation 
costs by the total number of students 
, transported. 
>4^-?mil|iply the rate obtained in su'bstep 4(a) 
y bv the number of students transported in 
each category. 

r ♦ 
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c. Transfer these amounts as' direct support 
charges' to the various programs involved. 

No residual costs will remain in this support 
service to be distributed a£ indirect costs. 

SPECIAL NOTE AU chaiges for transportation services to 
organizations outfide of the district, such as parent-teacher 
associations, recreation districts, senior citizen groups, and so 
forth shall be abated to the transportation program by the use of 
a contra account These charges are based on the methods 
indicated for field trips in step (1) 

Auxiliary Programs 

Community services Community services shall 
never be distributed as direct support charges, 
however, this program shall receive direct support 
charges, suck as custodial service^ utilities, main- 
tenance service^ and instructional media supplies 
and charges, if applicable, from the facilities 
acquisition and construction program. 

Fringe Benefits on Behalf of Retired Persons 
Costs of friAge benefits paid on behalf of retired 
personnel shall neither receive direct support 
charges from other programs nor be distributed as 
direct support charges 

Food services Donor-authorized food services 
expense shall be a direct charge to the special 
project. Food services expenditures that are district 
/ contributions for special projects shall be distrib- 
uted as direct support costs to the projects All 
other expenditures shall remain in the food services 
program However, this program shall receive direct 
support charges, such as custodial services, utilities, 
and maintenance of equipment 

Facilities Expenditi/res charged to the facilities 
program lor leased or rented facilities shall be * 
distributed as direct support charges to the user 
• programs 

Indirect Support 

bach school (^strict and Skict of the*county 
superintendent of schools shall' allocate indirect 
costs to all instructional programs, special projects, 
and auxiliary programs. The following method 
shall be used to allocate the indirect costs 

1. Total the remaining costs in all the support 
programs except special projects and other 
outgo. . 

2 Total' the direct and direct support costs of 
• the instructional programs, special projects, 
and auxiliary programs 



3. Divide the total determined in step (1) by the 
rotal in step (2), and carry to six decimal places. 

4. Apply the rate obtained in step (3) to the 
total of the direct and direct support costs of 
each instructional program, special project, 
and auxiliary program. 

NOTE The state reporting requirements are shown in Exhibit 
1-E on pages 1-20 and 1-23. A work sheet showing samples of the 
distribution of direct support and indirect costs is shown on 
page^ 111-20 and 111-21 

Interprogram Charge and Credit >^ 
Transfer Process 

An interprogram charge and credit transfer 
process is to be used to transfer direct support 
charges from the support service programs to the 
instructional programs, special projects, and auxil- 
iary programs. This transfer can be identified or 
coded in several ways, particularly for electromd 
processing. Four ways are given here which may be\ 
used to transfer, for example, salaries of elemen- 
tary principals, vice-pnncipals, and clerks, em- 
ployee benefits, and office supplies from school 
administration to direct support costs of the 
general education elementary program. 

. Example 1 Use object of expenditure classifi- 
cation 5900. Interprogram Charges and Credits for 
Direct and Indirect Support Services 

5910 General Education, Elementary (School 
Administration I (debtt)^ 
5990 School Administration (General 
Educatibn Elementary) (credit) 

Example 2 Establish a direct support code 
using the first two digits of the object code with 98 
as the last two digits for the debit and 99 for the 
credit % 

1298 Genera! Education 'Elementary (^phool • 
Administration) idefyit) 
1299 School Administration (General 

Education, Elementary,) {credit) 

Example 3 Establish a direct support code 
using the first two digits of ^he object code with an 
alpha notation for the last two digits, such as DD 
for the debit and DC for the credit 

12DD General Education, Elementary School 
Adrmntstration) {debit) 

12DC School Admmittration (General 
Education, Elementary) {creditl 

Example 4. Use a code system preceding the 
object of expenditure, and assign code numbers to 
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r 



Y- 



Total direct 



Program costs 
before 





Direct costs 
1 


Direct support 
costs-tn 

2 


A and ' 
Direct support direct suprport 
costs-»-out * ' -costs 

3 . ± ' 4 


Indirect 
support costs 
0 047425 ' 

, 5 


distribution 

of .special 
project costs 

6 


^Special 
project 
support costs 

7 


Total 

a 


INSTRUCTIONAL PROGRAMS 


+ 










t 




General Education 
Preformal 
Elementary 
Secondary 

Regional Occupational Centers (ROC) 

or Programs (ROP) 
Adult 


% 4,050 
3.50Q.OOQ 
2,187 ,0Q0 , 

850,000 
33,300 


S9,2O0 abC "* 
. 262 <>00 abc * f< 
?l8.0O0 abcdfhj 

25,00# < chk 


. - - • & 13,250 
" " ' - 3,771 ,500 
\ • ■ - 2,405,000 

875 000 
42 300 


S 628 
178 863 
. 114-.057 

41 497 
2 006 


S 13,878 
. 3,950 363 
2,519,057 

916,497 
44,306 


' S 36 273 m 
•55.177 m 
11.000 m 

1 ,500 m 
1 ,500 m 


S 50.151 
4,005 M0 
2,530,057 

917,997 
45,806 


Special Education 
PhysidMy Handicapped 

Special Day Classes 
Educationally Handicapped 
% Special Day Classes 
Transportation 
PH/TMp/Aut.stic 


819,000 
272,500 


2,OO0 3bC * 

7.3O0 abcd 

5,5Q0 d 


- * ' 821,000' 
279300 ' 
5,500 


38,936 
" 13,270 
261 


359 936 
29 3 ,070 
5,761 


3 142 m 


'864,126 
296.212 
5.761 



Total 

SUPPORT SERVICE PROGRAMS 

Special Projects - 
ESEA. Title I. Prescnool 
Miller-Unruh Basic Reading Act 
Comprehensive Employment ^nd 
Training Act (CETA) 

Total 



7,674^50 



25,675 
22,000 

* 60,000 
107,675 " 



538,500 



8,213,350 



25,675 
22,000 

60,000 
107,675 



389.518 



1,218 
1.043 

2346 



5,107 



; ,602 368 



26393 
23,043 

62346 
1 12.782 



1 1 2 782 - 



(26393)" 
(23,043)" 

(62346) r 
(1l2.782) r 



8,715.65Q 
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Instructional Support 
Instructional Administration 
Instructional Media 
School Admmistration 

Pupil Services 
Attendance/Welfare 
Guidance/Counseling 
Health 

# 

General Support 
District Administration 
Mamttnance *T 
Operations 

Transportation" s 

Total 



27,000 
38,0Q0 
75,000 



18,000 
21,000 
39,000 



200.000 
145,000 
299,000 
97,500 



959.500 



io.ooo 1 



10,000 



(10,000) J 

(s.ooor 

(75,000) 



(i8.ooor 

(21.000K 
(39,000) fc 



(55,000)' 
(247.000)^ 
(97,500)* 



(567,500) 



17,000 
43,000 



200,000 
90.00*3 
52,000 




(17.000) 
(43,000) 



(2tX), odJp' 
* (90,000) 
(52,000) 

(402.000) 



78 





4 


" 1 

«, 1 ' 

4 

* ■ 


* / 

* / 


t 




1 


«4 










% 

Direct costs 
-.1 

— : 


• 

. • * \ 

Direct support 
costs— »n 

2 


Direct support 
costs— out 

3 


Total direct 
and 

direct support 
costs 

4 


Indirect 
support costs 
0 047425 

5 


t Program costs 
before 
distribution 
of special 
project costs 

'6 


Special 
project 
support costs 

7 


Total 
8 


AUXILIARY PRpGRAMS 

Community Services 
Food Services 

Facilities Acauwtion and 
Construction 




* 

30,000 
31,500 

75.000 


* 10.000 C 
10,000 C 

- 


(1.000) 8 

_ 


40,000 
40,500 

75,000 


1397 
1321 • 

'3357 


\ 

41^97 
,42,421 

78357 




0 41 397 
' 42,421 

78357. 


Total 




136300 


20,000 


(1,000\ , 


155300 


7;375 


162 375 


- 


16^75 


District total 
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* O ,0 / O^Oz 0 


C ceo cfwi 
5 Doo ,bOU 


($ 568,500} 


£ 8,878,525 




$8378,525. 




$83lR25 



NOTE Column 1 shows all the direct charges by eac* program The various direct 
support costs are distributed by the use o* mterprograrr charges and credit transfers 

a. Pupil services (attenda nee/ welfare distributed by average daily attendance- plus actual 
cost at The secondary level) Debit preformal $70Q, elementary $5 000 secondary 
$10,000, ROC/ROP $1,000, adult $6Q0, special education physically handicapped 
$500, and educatioTiaily handicapped £300.^ and credit attendance/welfare $18,000 

b. Pupil services (health distributed by a d.a ) Debit pnrformal $500, elementary 
$23,500, secondary $12,500, ROC/ROP $1 .000. 'special .education physically 
handicapped $500, and educationally handicapped $1,000, and credit! health 
$39,000. ' •> 

c. Operations (to charge custodtal salaries, employee benefits, supplies, and utilities) 
, Debit preformal $3,000, elementary $125,000, secondary $75,000, ^OC/ROP 

$15,000. adult $5,000, physically Handicapped? il,000, educationally handicapped 
$1,000, community services $10,000, anb food services $10,000, and credit 
operations $247,000. • 

d Transportation (distributed on an actual cost basis) Debit preformal $2,000, 
elementary $50,000, secondary $35,000, educationally handicapped $^,000,' and 
special education transportation $5,500, and credit transportation $97,500 



,e. Fqod services fchargjfc to prelormal for meals fot needy pupils) Debit preformal 
$1 ,000 and credit food services $1 ,000 

f Schodl adrrgnistratton Debit elementary $45,000, secondary $27,000, and adul* 
$3,C5Q0 and credit school adm 1 nist rat 1 on ,$75,009. 

9. Elementary education Debit elementary $10,000 and credit indfructional administra- 
tion $10,000 

h Pupil services (guidance/counseling distributed by actual cost) Debit elementary 
$4,000, secondary $13,500. ROC/ROP $3,000, and adult $500, and credit, 
outdance/counseling $21 ,000 

j. Maintenance Debit instructional media $10,000 for the maintenance of equipment, 
debit secondary $45,000 for repairing the grandstands and the sprinkler system and 
replacing a major portion of the turf at the high school athletic field, and credit 
maintenance $55,600, 

k Instructional media (charges for the usapf special films, filmstnps, and equipment) 
Debit ROC/ROP $5.00(5 and credit instructional media $5,000 

m Distribution of the special projects Debit preformal $26,893 and credit ESEA 
vf preschool $26,893, debit elementary $23,043 and credit MillenUnruh $23,043, debit 
t preformal $9,380, elementary $32.13*, secondary $1J,000, ROC/ROP $1,500, aduft 
$1,560, physically handicapped $4,190, and educationally handicapped $3 142 and 
credit CETA $62,846 * • 



Figure 1 1 1-2. 



Illustration of Direct Support Charge Allocation, Indirect Support Cfcst Allocation, 
and Spatial Project Cost Allocation . 
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each type of support program and (he respective 
debit and credit fcodes as follows* 

0100 Special Projects 

0110 Oebit < 
0115 Credit 

0200 Instructional Support 

0210 Instructional Adnmnistration-Oeo/r 

0215 Instructional Administration-Credit 

0220 Instructional Media-Oeo/f 

* 0225 Instructional Media-Crerf/f 

" 0230 School Administrat»on--De^f 

0235 School Admimstra^lon -Cre^f 

03OO Pupil Services 

0310 Attendance/Welfare-Deo/f 
0315 At tendance/ Wei face-O-eo'/r 
0320 Guidance/Counsel \ nq-Deb/t 
0325 Guidance/CouQseling--Cred/r 
0330 Health -Debit 
0335 Heahh --Credit 

M 

0400 General Support 

0410 DtstnA Admimstration-De^/ft 
0415 Distnct\Administration"Crerf/r 
0420 MamterfbrKe-De^/f 
0425 Maintenance -Crerf/f 
04^0 Operations~0eo/f 
0435 Operations -Credit 
044Q Transportanoji-Oeo/f 
0445 Transportation-Cred/f 

0500 Auxiliary Support ' 

0510 Community Services-Deo/t 

* 0615 Community Serv i ce*-Credit 

0520 FoodSefv,ce--Deo/f t * 

0525 Food Service -Credit 

0530 Facility Acquisition and Construction 
-Debit 

05 35 Facility Acquisition and Construction 

" -Credit 



This method will heip to identify the souj*£*of 
the transfer along .with a brief description/of the 
action: * 

0230 General Education, Elementary (School 
Administration) {debit) 
0235 School Administration (General 
Education, Elementary) [credit) 



Indirect Costs Distribution y 

Only the methods illustrated in Example 1 and 

Example 4 can be used to distribute the indirect 

costs. In Example' 1 . change the descnption in 

codes 5910 and 5990 to Indirect Costs Example 4 

requires the addition of codes 0600, Indirect Costs, 

0610, Indirect Costs-Debit, and 061 5, Indirect 

Costs-Citdit. In either case all the instructional 

programs, \special projects, and auxiliary programs 

shall be debited in the manner as described for 

i 

computing the indirect costs as illustrated on page 
111-19, and each support program (instructional 
support, pupil services, and general support) shall 
be credited with the remaining amount after all 
direct support charges have been allocated. 



SPECIAL NOTES (1) Regardless of the examples followed, the 
interprogram charges and credits transfer accounts are not 
budgetary accounts but are transfer accounts and must always 
have a debit and a credit transaction so fhat the account balance 
is always zero. (2) R*^^p^T>^S^er a hand method or a 
mechanical accounting^^^gp^rr^royed, separate totals of 
debits and credits must be maintained in each program. 
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SECTION C 
Miscellaneous* Accounting Procedures 

Methods of accounting for cooperative projects 
operated among districts, accounting by funds, 
' accounting for stores, and abatements of expendi- 
tures including use of contra accounts are included 
in rhis sectioh. 

Cooperative Projects 

California school districts and Offices of county 
superintendents of schools ofteo pool their re- 
sources and' operate certain federal and state 
projects on a cooperative basis This procedure 
usually calls for' one school district or county 
superintendent of schools to operate the project 
for one or more other school districts or county, 
superintendents The crperatirig school agency is 
usually referred to as a local educational agency or 
local operating agency 

The Annual Financial and Budget Report, as 
specified by \he^ State of California, is used to 
collect fiscal data for comparative and management 
purposes. Current expense and the costs of edu- 
cation are developed on the basis of cost per unit 
of average daily attendance fa d a ) If valid com- , 
parative data are to be obtained, each school 
agency must report jts own* share of the income 
aad expenditures when the agency is involved in a 
cooperative project 

•District and county superintendents participat- 
ing in cooperative projects must report the income 
and expenditures resulting from their involvement 
in the*project in ttie following manner 

1 E^ch participating district or county records 
its share of the project entitlement in the 
appropriate income classification. If it is an 
ESEA, Title I, project, Tor example, the 
income will appear in classification 8160, 
Elementary and Secondary Education Act 

2 Each participating district and county records 
its share of the cost of the project in 
expenditure object classification 5600, Con- 
tracts, Rents, and Leases, when it pays the 
district that operates the project. Its share of 
the cost will normally be equal to its share of 
the income. 

3 The operating diStnct must account for all o£ 
the costs of the cooperative project in th* 



appropmte expenditure classifications during 
the preset year The operating district should 
'bill each participating district periodically* oj 
at least by the end of the year for its share to 
date and i\\zn*abate the cooperative project 
object of expenditures by the amount of 
income received from each of the participate 
ing school agencies. The net costs will be 
reported on the Annual financial afid Budget 
Report of the operating district. 

Some cooperative Projects are established only 
to meet specific federal entitlement requirements. 
Such projects usually require that one district serve 
as the applicant district for purposes of disbursing 
federal funds' to the other participating districts. 
The participating districts are operating their own 
projects-in this situation In the implementation of 
this type of cooperative project, quarterly cash 
advances may be made directly to the administra-^ 
tive agent of the applicant district for deposit and 
disbursement. Applicant districts should deposit 
their prorated amounts in an account under in- 
come classification 8160, Elementary x and Sec- 
ondary Education Act, and the prorated amounts 
for participating districts under classification 849fc, 
Other Federal Funds A copy of the cooperative^ 
agreement filed with the county superintendent 
will serve to authorize payment to the participating 
districts Disbursement transactions by the operat- 
ing district should be handled as abatements to 
classification 8490. Participating districts should 
record income under classification 8160. All 
expenditures are to be recorded in dccordanc#*i#th 
the California School Accounting Manual 

Special Education Master Plan 

Special instructions apply to the Special Educa- 
tion Master Plan (Education Code sections 
56300-56367). 

1 . The resource specialist shall be charged to 
object of expenditure classification 1 100, 
Teachers* Salaries, as a direct charge to the 
Special Education program. 

2. The program specialist shall.be charged to 
object, of expenditure classificatiori 1900 as a 
direct charge to the Special Education pro- 
gram 

3 The instructional aides assigned to the re-/ 
source specialist khall be charged to object cjf 
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expenditure 2100, Salaries of Instructional 
Aides for Direct Teaching Assistance, eVen 
though these instructional aides are not under 
" the supervision of a classroom teachqj^as 
prescribed in Education Code Section 41 01 1. 
4. PfofessionaPspeciahsts, as required by Educa- 
tion Code Section 56336, shall be charged to 
object )f expenditure classification 5100, 
Contracts for Personal Services of Consul- 
tants, Lecturers, and Others for Direct Assis- 
tance to\ Teachers, Pupils, or the Curriculum 
or Health Programs *- 

5 A district, the county superintendent, or a 
Lomhindt on of botl>can be the f ''responsible 
local dger cy"'(RLA) in a given county 

6 The RLAs will receive the state apportion- 
ments for the Special Education Master Plan 
as specified in Education Code Section 56360 
and record the apportionment in income 
cldssitit ition 8638. Special Education Master 

I Plan All expenditures are to be recorded in 
accordance with the foregoing instructions 
and the California School Accounting Manual 
1 The RLA may contract with a district or 
districts to operate the entire program or 
individual portion^of the program 

When /such contracts occur, the RLA shall 
transler/the operational lunds to the participating 
districts) by object of expenditure classification 
^7440. Special Education Master Plan Transfers, and 
the distnct(s) shall report the income to the source 
ol incline classification 8940, Special Education 
Master Plan Transfers All expenditures are to be 
recorded ij\ accordance with the foregoing instruc- 
tions anyhe California School Accounting Manual 
■DlS-H^LA shall combine and report ^the total 
Comprehensive Pfen Cost Data Document (Form 
F6) for and on bejialf ol the districts ) master plan 
program 

Accounting by Funds 

Separate, balanced recprds should be maintained 
for the General Fund and for each special fund 
The General Fund may be used for nearly all of the 
purposes shown in this outline. Special funds are 
highly restricted by law as to their usage. 

Examples of special funds are the following 
Bond Interest and Redemption Fund 

The Bond Interest and Redemption Funii will 
include only the following objects of expenditure 



classification- 7130, Bond Redemption; classifica- 
tion 7140, Bond Interest find Other Service 
Charges; and classification 7300, Interfund Trans*- 
>fers. Responsibility for this fund is vested in the 
county auditor S 

Building ^nd , 

' The -Building Fund is established to receive for 
deposit the proceeds of the sale of bonds; proceeds 
from the sale of real property; federal subventions 
for capital outlay purposes, including any funds 
received under Public Law 81-815; and insurance 
indemnities Exclude from this fund monies de- 
rived from local taxes for capital outlay purposes, 
because these expenditures must be budgeted and 
expended from the General Fund Charges may be 
made as follows (object of expenditure classifica- 
tions shown in parentheses) 

Project director (2200) 

Building inspector (2900) 

Employee benefits (3000) 

Contracted services and other expenses (5000) 

Construction insurance (5600) 
- Contracts, rents, and leases (5700) 

Advertisements of bond sales and other costs 
relating to the sale of bonds (5700) 

Site surveys, appraisals, and so forth (5800) 
Capital outlay expenses (6000) 
Repayment of state school building aid C7 1 50) 

Special Reserve Fund 

The Special Reserve Fund is to be used only for 
capital outlay purposes The income is derived by 
transfer from the General Fund, interest earned on 
deposited funds, and federal subventions for 
capital outlay purposes including funds received 
under Public Law 81-815 

State School Building Fund 

The State School Building Fund is established 
for the deposit of funds apportioned for site 
purchase and buildmg purposes as provided by 
Education Code sections 16000-16414. The dis- 
trict may be required to transfer any available 
monies from all other funds as the district contri- 
bution to a particular project FederaJ subventions 
for capital outlay, including^fUnds received under 
Public Law 81-815, may be deposited in this fund. 
Expenditure classifications authorized in this fund 
are the same as for the Building Fund 
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Cafeteria Fund 

The Cafeteria Fund or Account shall be used 
only for the income received and expenditures 
made to operate the cafeterias. The income is 
derived from the following sources (income classifi- 
cations shown in parentheses) 

National School Lunch Program (8220) 
.California Child Nutrition Act of 1974 (8630) 
Sale of food (8844) 
Interest earned on deposits (8860) 
Incoming transfers (8990) % 

Objects of expenditure shall be those that are 
necessary to record the expenditures for the food 
service operation. 

Child Development Fund 

The Child Development Fund shall be estab- 
lished fn each school district that maintains child 
development programs as 'authorized by Lducation 
Code sections 8200-8383 Income may be derived 
from the following sources (income classifications 
shown in parentheses) R 

Economic Opportunity Act (8 1 50) 
National School Lunch Program (8220) 
Children's centers (8530) 
Child Nutrition Program (8637) 
Apportionment {nr rrhattl facilities (8640) 
Apportionment for children's centers C8650) 
Tax relict subventions (8670) 
District taxes (8810) * 
Interest (8860) 
Interfund transfers (8 ( ^30) 

Expenditures shall be those that are necessary to 
record the charges lor the Child Development 
program made to expenditure account classifica- 
tions 1000 6000. except classification 1700. 
Superintendents' Salaries Charges in the 700Q 
series are limited to classification 7390. Other 
Authorized Interfund Transfers, and 7410. Trans- 
fers from Funds of Lapsed or Reorganized Jhs- 
tricts 

Development Centers for the Handicapped Fund 

The Development Centers for the Handicapped 
Fund shall be established in each district that 
maintains one or more ot the' development centers 
as defined in Education Code sections 56800 



56831. Object classifications for income and ex- 
penditures are vfcry similar to ^those used for the 
Child Development Fund. i 

Deferred Maintenance Fund ' 

The Deferred Maintenance Fund is for the' 
purpose of major repair or replacement of plumb- 
ing, heating, air conditioning, electrical, roofing, 
floor systems, and exterior and interior painting of 
school buildings or such other items of mainte- 
nance as may be approved by the State Allocation 
Board (Education Code Sections 39618-3961-9 5) 

Other Special Funds * 

An\ other special fund may be maintained if it 
is authorized by law and maintained exactly as 
A * provided by law Examples o{ such'special funds 
are (1) Retirement Tax Tund •( Education Code 
sections 24800 and following), (2) Property Use 
Trust Fund (Education Code Section 4141). f^d 
(3) Deductible Insurance Fund (Education Code 
Section 39602) The pattern for maintaining the 
funds shall be the same, as appropriate, as for. the 
other special funds described in this section. 

Accounting for Stores " 

Payments for the purchase of "stores" (see 
Part V of this manual), defined as goods on band in 
central storerooms subject to requisition, are simi- 
lar to expenditu/es but are not classified as such.. 
These payments constitute the increase of an asset 
, account. Slqjes. equal to the reduction lft another 
asset account, Cash in County Treasury. 

The issuance of stores must be.accounted in the 
records of the school district as a reduction of the 
asset account, Stores, and as a charge to the 
appropriate expenditure object and program for 
which the stores were issued. Such accounting 
should be continuous in the ^gporUs of the schopl 
district, and, to the extenf that the cpug^y 
superintendent of schools maintains* corresponding 
records, summaries of the issuance of stores'shall 
be reported to the county superintendent by the 
schopl district periodically, preferably not Less 
frequently than monthly. In anj^eyent, the balance 
in the Stores account at the end oTeacli fiscal year 
shouldx represent the value of the stores in the 
warehouse of the school district. 



* Abatements of Expenditures 

Abatement of expenditure is the cancellation of 
a pact or the whole of a charge previously made, 
usually owing to refunds, rebates, resale of mate- 
rials originally pifrchased by 'jfhe School district, or 
collections for loss or damage to school property. 
Abatement of expenditure ^pplies to both current 
expense and capital outlay expenditures from all 
funds. Tuitionj^eceipts, fees: and rentals shall not 
be treated as abatements of expenditure This 
definition must .be observed in making all decisions 
"to to whether a rebeipt is to be reported as income 
or as an abatement ofexpenditure. 

The basic distinction that must be borne in mind 
is that dfl abatement of expenditure must always 
/eprfcent a receipt that cancels '^art or the whole 
of a determinable item of previous expenditifre. If" 
a receipt cannot be substantiated as a cancellation 
of a specific expenditure, it must be fgported as 
income. - v 

Jne term receipt, as use^ here, is to be cphsid- ■ 
ered as referring to thej^eipt of cash, except in 
those school districts in yhidh the accounting is $rt "* 
an accrual basis. Districts , operating on an accrual 
basis enter an abatement of expenditure prior «to 
the receipt of cash, that is, as an. account receiv- 
able. Afljustments between expenditure accounts^* 
_ to correct errors in the distribution of charges • 
shall rwit be considered as abatements of expendi- 
ture T 

• Accounting Instruction^ for Abatements , 

. RecA|pts that .represent cancellations of expen- 
<Htyres ftusf ba accounted as abatements t>f expen- 4 
ditur„es. previously incurred by crediting such 
receipts to the respective -expenditure accdunts, . 
thereby eliminating any cre<Wt togncome accounts. 

Receipts representing abatements of expen- 
ditures must be accounted by abating the appro- 
priate expenditure accounts during the fiscal year 
in <which the 'receipts and the expenditures occur. 
In no case may recfcjpts of a ci^rent fiscal year'be ^ 
accounted- as Abatements of expenditures of a prior 
fiscal year, unl^s>uch receipts were accrued by 
the establishment Q^aTTliccoLrnt receivable in the 
prior fis^l year. If an abatement doe$ not occuriA. 
the same ^ear a& the expenditure or ^receivable 
has qgt been set up, the receipt should 6e shown "a^ 



a receivable when'it occurs and will, therefore, be 
an adjustment to the beginning balance. Jt should, 
not go into either income of expense. . 

Abatements of expenditures must be accounted 
as such at the time that tlH; receipts occur 
throughout the fiscal year by. immediately fcredit- 
fiig the receipts to the appropriate expenditure ' 
accounts instead of crediting them to any income 
account. " , 

Except as the accounting' is maintained on a 
curreA basis in the records of the county superin- 
tendent of schools and the school district, and 
except for city school districts ^that supply month- 
ly or annual reports of income and expenditures tQK 
the county superintendent of schools on the basis 
of net data, districts must report to the county, 
superintendent at the end' of the fiscal.year on all 
abatements of expenditures. , ■ 

v • 

All appropriations, apportionments, subsidies, or 
grants-in-aid from any governmental unit must be 
accounted 'as income receipts, not as abatements of 
expenditure * 

Use of Contra Accounts t 

Whenever abatements of any particular type are 
• numerous, aCnd especially if considerable amounts 
are involved, it- is recommended that the credits be 
made to £ contftaccount instead of directly to thj 
expenditure ycqpt. The ^ontra accpunt should 

" (insert- 



be ideniifiecrafc^batements of. 



ihg the name of the expd^fiore account to which 
it relates). It should ^e fnaihtained adjacent fo the 
corresponding expenditure, accountin the expendi- 
ture fer appropriation) , subsidiary ledger. The 
contra account will receive only credit entries for 
abatements. this procedure, the tindesirable m 



features of. 



lixed" account are avoided, and*^ 



' gross expendituref^Mltements, and net expendi- 
ture can be determin^easily at any time. 

Relationship of Abatements of Expenditure 
to Appropriation Control 

Regarc!H?ss of Whether abatements of expendi- 
ture are treated as direct credits to expenditure 
accounts or as indirect reductions of expenditure 
by the use of contra accounts as described under 
the' preceding heading, the control of expenditures 
must be in terrtis of net expenditures, tfotricts that 
anticipate abatement^ of expenditure itenjs should 
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prepare their budgets on the basis of net expendi- 
tures and attach supporting schedules indicating 
the anticipated gross expenditures and the antici- 
pated reduction by reason of^bfllments of such 
expenditures. 4 

Principal Types of Abatements of Expenditure 

The Following receipts must be accounted as 
abatements' of expenditure if receipf and expendi- 
ture, occur in the*ame fiscal year: 



\ 



1. Receipts from salej|Of supplies and new 
materials at cost fi) to students for per- 
sonal ownership (e.g., art and shop mate- 
rials); (b) 10 students* by meant of vending 
machines dispensing articles supplied by 

' districts; or (c) to -other .governmental 
units, including school districts 

NOTE Some of th^e sales may besc^rfted to stores 
accounts instead of being abated toexpenditure ac- 
counts, depending on the focal accounting methods 
employed 

2. Refunds of overpayments f (a) frorn tea ch- 
ert and other^employep^Jor (b) from 
vendors and other payees 

3. Refunds* for return of containers, oil 
drunlsrwire spools, and the like ' . 

4. Reimbursement of cpst of repairs out- 

placement of damaged or lost property (a) 
from pupils, parents, or guardians for loss 
of books or darhage to school property, or 
(b) from contractors oj any other indivfd 1 
ua£ for damajge toj^r loss of school 
property - y 



4 



Refunds from a transportation company 
fo^unused portions^ of carfare books, 
tickets, 3hd the like - 

6. Refunds of gasoline tax for nonhighway 
use * ^ . 

7. Cancelled warrants (not outlawed warrants) 

8. Receipts from sale, in lieu of ttfacje-in, of 
used equipment being replaced, sucn as 
automc>bil£s, typewriters, and the ^ike 

9 Refunds'of .insurance premiums * 

*♦ 

10. Receipts from settlements of insurance 
^ claims on account of building, supply, and 

equipment losses (a) of any amdunt it) 
ceived for loss of a building requiring 
replacement or reconstruction withfc the^ 
current fiscal year; £r (b) any amount 
received on account /fa loss qff supplies or* 
equipment. 

NOTE The total amount recorded as an abatement of 
expenditures matfe for repair or replacement of supplies' 
or equipment 'losses *\hall not exceed the amount ex- 
pended for thiS^urpose during the^me fiscal year 

1 1 . fyepeipts from the sale eiiRfr of a portion 
' of a new, site or of buildings or improve-. 

, * m^nts thereon 

12j Receipts from sub leasing an unustd -por- 
tion of •premises that the districted to 
rent as a /whole- to obtain the pQrtion 
desired for school purposes 

NOTE Any amounts received in excess of the related 1 
expense shall be recordej/ a* miscellaneous .revenue 
\ (income), and not as abatements \ 
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■ Exhibit IM A 
ANALYSIS OF SALARIES > ■ ' . 


Salary object classification 
» * 


Positioh title 


Salary object classification 


Position tttle 


• 

^ Certificated Salaries 


i^Fcf ied Salaries 


1100 Teachers ^ j 
r 

t 


- Teacher, Assistant* 
Teacher, Regular < 
Teacher, Speech Therapist* 
Teacher, Student * 
Teacher, Substitute , 
Teacher, Tutor * , 


2100 Instructional 
Aiojes 


tnstructional Aide 


2200 County " 

and District 
Administra- 
tive Personnel 

1 


Accountant. Chjef 
Business Manager 
Controller \ 
Director ? 
Governing Boartl Member 
Personnel Corrfmission Member 
Purchasing Agent 
Superintendent 
Superintendent, Assistant 
Supervisor 


7 

1200 School Admin 
iV f ators 


Dean 

Dean, Assistant 
Principal 
Principal, Vice 
Principal , Assistant 
Registrar * 


1300 Supervisors ; Consultant „ 1 2300 m Clerical and" Accountant 

Coordinator Other Offtce* Bookkeeper 
Director ^^fefconnel Cler-k 
Specialist Computer Operator 
Supervisor, General . w *\ Machine Operator * 
' Supervisor, Special „ ' *y Secretary 
Supervisor , Assistant Switchboard Operator 


1400 L"brar*aris . librarian 

^( Lbrar ian Assistant / 


2400 Maintenance 4 Custodian „ 
and • Custodian's Helper 
Operation r \ Delivery Man * 
Personnel 1 Elevator Operator * 4 
Fireman , 
» t Gardener 

„ ^ Maintenance Employee 

Matron 

Other Housekeeping Pqsition * * 
1 Truck Driv«r 
; Utility Worker. General 
1 Warehouseman - * 
\ Watchnpn ' 


1500 Guidance, Counselor, Pupil Parent * 
•Welfare ? and Psychologist * 
Attendance Psychometnst 
Personnel , Soctat Worker 


— * ' = ^ 

1600 Physical and * Audioiogist 
Mental.Health Audtometnst 
Personnel • Chiropodist 
" Dentist 

Denta' Hygientst 

Nurse 

Ocuitst 

" Optometr-st 
Otologist 
* Physician 
Psi^hiautst 


2500 Food Service 
Personnel 


1 Cook J 
Director (Single site) , 
Helper 
Manager . 
Nutritionist 
Supervisor *' 


1700 Superintendents (District and county * 
j acftinistralion) 
- ^ Superintendent 

" Superintendent, Assistant 
1 ' Superintendent, Associate 
^ . Superintendent, Deputy 

1 : 1 «^ 


2600 Transportation 

*:'•"?' ■ 
• « 


£us Driver 
Field Coordinator 
Gasoline Pump Attendant 
Mechanic • 
, Other ' 


1800 Othqf Certificated j Admrmsuative Ass'Stant 
' District and County J Director • 

Administrators ^ i Director, Assistant * 


2900 Other Classified' 
Personnel 


Building Inspector" it 
Health Aide 
Library Aide 

Noon Playground Supervisor 
Recreation Worker 
'Student 


t | ( i 
1900 Other ' Civic Center Employee* 
Certificated I ^Consultant * 
Personnel Program Specialist 
( Recreation Worker* 
j Hes'ource Teacher 




{ 

! ft 1 



"Position n >T n< id>'d*r ,L|«'. * C^'* n.t,f>-, 
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Part IV 



Supplies and Capital Outlay. Including Equipment, 
Sites and Improvement of Sites, Building 
Fixtures, an'd Service Systems 



Some of the most perplexing problems ij} school 
accounting are those of distinguishing between 
supplies and equipment; between equipment and 
improvement of grounds, and between equipment/ 
building fixtures and service systems. Nevertheless, 
in accounting for ^school expenditures, districts 
, musf correctly identify each expenditure if the 
necessary uniformity of accounting is to be main- 
tained. . fr- 7 ^ 

Whether an item should \be considered ^as equip- 
ment or as supplies can be determined on the basis 
of the lengtft-,of time the item is serviceable and on 
its contribution to the value of the plant. For 
example, supplies are constantly being consumed 
and replaced without increasing the, value of the 
physical properties of the school district. Equip- 
ment lias relatively permjjnervt 'Value,, and its 
purchase'increases the value of the physicaTproper- 
^ties of the school district. 

Expenditures for equipment, improvement of 
sites, building fixtures, and service systems are 
usually charged as capital outlay, those for sup- 
plies, as curreat expense. The priginal purchase of 
equipment or of additional equipment either as,a 
direct purchase or lease purchase must be recorded 
in object classification 6400, Equipment. Expendi- 
tures for piece-by-piece replacement of equipment 
either ds a direct purchase or lease pyrchase must 
be charged to object classification 4800, Equip- 
ment Replacement. I 

In accounting fof expenditures, all school dis- 
tricts must use the sajne plan for making the 
required decisions. This plan must contain clearly 
stated criteria regarding the distinguishing features 
of the- items to be accounted for; that is, criteria 
that can be used in determining correctly the 
disposition o^the charges to accounts. 



Criteria for Distinguishing Between 
Supplies and Equipment* 

Supplies are items of an expendable nature that 
are consumed or worn out, deteriorate in use, or 
are easily broken, damaged, or lost., 

. -Examples paper, pencils, cleaning materials,* 
nails, scissors, test tubes, thumb- 
-tacks, and keys 

Items that have a relatively short service life^less 
than two years) and. therefore, must be replaced 
frequently are charged a5 supplies. 

Ex'amples brooms, chamois, and rubber 
stamps 

Repair parts for buildings, equipment, and 
grounds, regardless of cost, if purchased for use by 
the district, must be charged as supplies. 

Examples plumbing fixtures, compressors, if 
part of a larger unit, bus transmis- 
sions; engine* timer devices for • 
' ^ • sprinkling systems 

Some articles clearly do nor belong to either of 
the two preceding groups. They have the character- 
istic^ of equipment but they hate a low unit cost 
are frequently lost, broken, orjyorn out and 
replaced in normal use. To obtain uniformity, the^ 
.claskifier shc*ld assign items to the varjous classifi- 
cations on tKe basis of the answers he must give to 
trj/questions in the. following list. If the answer to 

ly -one of these fi\£ questions is yes, tfle item - 
should ,be classified as a supply item, and the 
expense ShoukTbe recorded under object classifica- 
tion 4000. except for classification 4800, Equip- 
ment Replacement. If all answers are no, the.itsjn 
should be; classified under object classification^ 
-rEquipment.% 




1. Does the item lose its original shape and 
appearance with use? * 

2. Is it consumable?**uth a normal service life of 
less than two years? 

3. Is it easily broken, damaged, or lost in normal 
use? 

4. Is if usually more feasible to replace it with an 
entirely new unit than to repair it? 

5. Is it an inexpensive item, having the character- 
istics of equipment 0 Does the'small unit cost * 
make it inadvisable to capitalize the item 0 

Criteria for Identification 
of Capital Outlay 

Capital Outla\ expenditures are those that result 
in the acquisition of capital assets or additions to 
capital assets. They are expenditures for sites, 
improvement of sites, buildings^improvement of 
buildings, building fixtures, service systems, and 
.purchase of initial or additional equipment. 

Equipment 

Equipment includes movable personal property 
of a relatively permanent nature and/or of signifi- 
cant value. 

Examples Furniture, machines, .musical in- 
struments, an'd vehicles 
NOTE Nonconsumable article gene^y classified 
as supplies should be classifled, as equipment if they 
are purchased to start or expand materially the 
equipping of a school. *crass*room. library, or- other 
facility If equipment is constructed- by district 
employees, the cost of the materials and labor as well 
. as indirect costs should be recorded as the total cost . 
of the item produced (See Note following classifica- 
tion 64^0, Part III ) 
Equipment must be recorded under object class- 
ification 6400 4 

New Sites and Infcprovement of Sites 0 

Mew^ Sites mpd m l improvement of Sites includes 
acquisition oMand, improvement of new and old 
sites ahd adjacent w^s, and acquisition of physical 
pror^rty of a permayenl nature attached to land.' 

Examples ^tnd, curbs; grading, playground 
. Surfacing; retaining^ walls, side- 
Walks, £torm drain systems, land- 
scaping, driveways, parking lbts, 
fixed playground apparatus, and 
flagpoles ... 
New sites and improvement of sites must be 
recorded under object classification 6100. 




Buildings 

« 

Buildings Includes the construction or purchase 
cost of new ^buildings and , additions, including 
advertising costs, architectural and J engineering 
fees, blueprints, inspection, tests and examir^tions, 
demolitiort^he razing of existing obsolete or old 
building\to clear sites for new buildings, building 
fixtures ar^service systems, and any other expen- 
ditures diredtlxjjKlaled to the construction or^ 
acquisition of buildings. 

Buildings must be recorded under object classifi- 
cation 6200. 

« 

Improvement of Buildings j 

/ Imptoveme\t -of Buildings includes alterations, 
temodeUng, renovations, and replacement of build- 
ing? in whole or in part. Improvements include the 
replacement of an existing building unit or con- 
struction of an improved or superior unit, usually 
resulting in a ' more efficient or longer-lasting 
property. Significant improvement should be con- 
sidered as capital outlay expenditures, * * 
improvement of buildings must be recorded 
under object classification 6200. 

Building Fixtures 

Building Fixtures include attachments to build- 
ings that are nofc subject to transfer or removal, 
presumably function as an^ integral part of the 
building, and have a fairly long and useful life, 
Sucht fixtures »re generally accepted as real pro- 
perty ai^d lose functional identity as separate units. 

Building fixtures must' be recorded under object 
classification 6200. 

Service Systems i * 

Service Systems include any parts of a building 
that are intended to serve a single function 
throughout the building; are usually included as a 
part of the original construction or subsequently 
added in whole x>r in part, are built as an integral 
part of a building^ and are expected to have a long 
and useful life. Sucij systeijis are generally accepted 
as real property and lose identity as separate uhits. 
Examples intercommunication systems^ or 
air-conditioning systems 

Criteria for Identification of Building 

Fixtures and Service Systenji t 

The following criteria provide a uniform basis 
for the identification of building fixtures and 
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service ^sterns. To be Classified as either a building 
fixture or a service system,* an item must conform 
to five criteria: 

1. The item is attached permanently to the 
building. / 

2. The item functions as part of the building. 

5. Removal of, the item results in appreciable 
damage to the 'building or impairs the de- 
signed use'of the^facility. % , 

4. The item is generally accepted as re$l prop- 
erty (not personal property). 

5. The item loses identity as a separate unit. 

Service systems must be recorded under object 
classification 6200. 

Purchase, Rental, Lease, or Lease with Option to Purchase 

Fixed assefTcan be acquired by purchase, rental, 
lease, or s lease with option to purchase. These 
acquisitions areaccounted for as rSfows' 

Purchase Qffa fixed asset is charged as any other 
purchase iJi which title passes updn receipt of 
payment.^ 

i 1 List of Supplies, Equipm 

Building Fixtures, 

The lettera^rfter the items in the following list 
of items classified as supplies, equipment, improve- 
ment* of sites, building fixtures, or service systems 
are* to be interpreted as haying the following 
meartings 

E = Equipment 

S = Supplies 

1 = Improvement of Site' 

BF = Building Fixtures 

SS = Service Systems 

The following list is only a guideline, and 
individual items must' be given consideration, 
depending on the district's answe'rs to the five 
questions relative to cost. Life, and repairabihty. 1 

Many of the items Listed as equipment wiould 
hj^fe to be considered as materials for the improve- 
ment of sites if, they were attached W*the land, 
building fixtures if /they were$attached 'to the 
building, or service systems if they were integral 
parts of such systems 



Mental of a fixed asset does not increase the 

* assets of the district-and therefore is not charged to 
a capital expenditure account. Rentals are charged 
to 5600-Contracts, Rents, and Leases. Exception 
If equipment is rented for a 'Specific capital outlay 
project (e.g., a tractor fofa/fhajor landscaping 
project), the amount paid should be adde v d to that 
project, as a capital expenditure. 

# ' Lease of a fixed asset 'is usually for a- period of. 
one year or more. Title does not p*ss to 'the'* 
district, and charges are to 56§§~Contrdits. Rents * 
md Leases. . 

Leasr with option td purchase a fixed assetMl 
cRarged to the appropriate subclassification under 
object classification 6000-Sites, Buildings, Books ' 
and Media, and New Equipment; or 4800-Equip- 
ment Replacement* 

•* ; * 

1 \W payments including interest, if any, related to a lapse with 
option to purchase shall not be included for state reirTrburser.ten^. 
<r purposes, unless such ' expenditures are for the ' replacement *of 
equipment, * * 

» * \ 

i ' * 

ent, Improvement of Sites, % ^ 
and Service Systems ^ . 

If ah item cannot -Ve found in- the' fet, -another 
item of similar nature can be found an^h^ame 
class ,used for both items. 2 In some instances th* 
itert^Vnust be idehtified by associating it with one 
of the general 'classes of itCThs included in the list. - 
For example, tfie^it%m can be identified by 
assbciating it with one of the f611cjwing classes of 
supphes. chemicals, 'cloth, clothing, compounds,, 
dishes, drugs, food, games, glassware, machines 
(small hand), medicines, paint; parts (repair), sta- 
tionery, tableware, <ools (hant^not in set^) # and- 
utensils or by associating it "with one of the. 
foHowing classes 'Of -equipment, apparatus,. appli- 
ances (household), cabinets* furniture, implements 
t (farm.), livestock, machines' (large),- Tool sets 
(hand), and tools (power>. 4 *' 
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Abrasives -?> Ja . 
Absorbent Cotton S 
Account books S 
, Accounting forms S 
Accounting machines 



Acetylene-S 
Achievement tests S 
V Acids- S 

Adding machine ribbont-^7" 
Adding machine|t^SsSr 



An additional source^ 
Accounting Classification c 

State School Systemt Washington, D C Of five* i>£ Education, U S 
Department of Health. Education, and Welfare^?! 

t Adding ni^hines^fc' ; 
5 Addressing m^hiri^tetSS-S 

Addressing nrtchme ribrons^S 
" Addressing jnachin^ stencik^fS 
" Addressing machines- E 1 
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Adhesive ta'pe-S 
Adzes-S 

Aif , compressed -S 
Air compressors -E 
Air-conditioning systems -SS 
Air-cbndjtioning units, 
casement-E 
gauges, tire-S 
Air hoists-E 
AJtums-S / 
Alcoh9l-S . / 
Alidades, telescopic-E 
Alignment gauges,, cam b^, 

toe-in-E 
Ammeters-E 
Ammonia -S 
A^ules-S 
Anatomical charts-S 
Anafqpjcal models E - . 
Alidirpns-E * ' ^ 

Anemometers 
Aji|$thetics S 
AnUirvj dyes— S 
Animilbojces-S 
Annunciators ~E 
Ahtjfrfceie— S 
Antiseptic gauze -S 
tiseptic|^S 
titoxtn$ : -S;* 

Apparatus cabi*fets 

A pp at ^M5, pisdiciCscientific , 
eld&tronic, photographic, 
arc : welding *E 

Appliances, household -E 

Applicators, tljroat-S 

Aprons • 

Aquariums -E 

Arc-weldirffe apparatus-!: 

tech supports -S 

Archery sets-if * * 

Architects scales, 1-tnch 
^ measure -S - 

Armature gjpwlws-E 

Arrows -S 

Art canvases- S- 

Aktx crayons -S 
' Art erasers S 

Art paints -S, 



Art paper-S 
Asbestos-S 
Ash cans-Sw] 
Asphalt -S 

Asphalt roofing and siding-S 
"^tringents-S ^ 

Astrographs^ wall-E 

Athletic unifoims~S * 

Atlases-S * * 

Atomizers-S ^ 

Audiometers-E 
'Auger bits— S 

Augers-S . 

Aut%:la,fes-E 

Automatic regulating valves-S' 
Aufomobile accessories-S 
Automobile controls for handi- 

gapped persons -S 
Automobile dfcfrostere-S 
Automoljjl^uej tanKs-S . 
^^itomobile heaters S 
Automobile hfts-E 
Automobile si|fials-S 
Automobile tires and tubes -S 
Automobiles-E 
• Awards -S 
Awls--S 

Awnings, fixed -BF 
Awnings, removable -E 
Axes-S * \ 
Babbit metal- S 
Backboanfc, indoor, fixed -BR 
Backboards, outdoor, fi>$ed-I 
Backboards, portable -E 
Backstops, fixed-I 
Backstops^portable-E 
Badges-S . ' 
Badminton rackets-S „ ■ 
Bags-S 

fiaking jjartfr-S 
Bfiking powdgr-S 
Baking soda~S- 
Balances, beartr-E 
Balances/-£mall spring -S 
Baling presses, compression 

mouldiog-E 
Ball bearing?^ S* , 
Ball peen hamraers-S 
Balloons- S V 



Ballot boxes'-S" 
. Balls-S , . 

9and instruqients-^ 

• Band saw blades-S 
Band saws-E 

•Band uniforms-E * # 

Bjmdages-S 
Bands, mbber-S 
Banners-S, 

Barber shop tools, electrical-E 

Barber shop tools, Kand-S \ 

Barber-type fumiture-fe' 

, Barographs -E 

Barometers-E 

Barrels— S % , * 

Bars, horizontal, portable-E 

Baseballs-S , 

Bases, baseball-S 

Bases,' electric lamp-S 

Bases, flagpole -I 

Basins, portable T S 

Basketball shoes-S 

Basketballs-S 

Baskets, cotttainer-S 

Bath curtains-S ' • ; 

Bath mits-S 

Bath robes -S * . 

• Bathtub fittings-S 
Batons-S 

Bats~S . ' * 
Batteries, electric-S*' 
Battery charges-E , 
Batter^ elementS-S 
Batting, c©tton-S - 
Beads, arts and crafts-S 
Beakers-S 
Beam, compass -E 
Bean bags-S 
Bearings, ball— S 
Bearings, roller— S. 
Beaters, egg, electric-E 
Beaters, egg, hand-S 
Beauty class furniture -E 
Bedding-S 
Bedpans-S 
Beds-E 
Bedspreads -S 
Bedsprings-S 
Beeswax-S - 



Bellows, hand S 




R 1 r» yjl/p rc F* 


Books, looseleaf note— S 9 


Bellows nower -F 




Diowpipes— o 


Books; record— S 


' BeHs call-S 




Blueprint machines— E 


Books, text -o 


Bells small hand or Hpsk 


s 


Rlupnnnt no nor Q 

oiucpiirii paper — o 


* boots— b 


Belt drpssinps -S 




1 Rlntnrf C ~*" 

i oiuing— o % 
uoaros, oread ^-o 


Bonng machines, precision, table 


Belts-S 




or vertical types-E 


' Bench stops S 




Doaras, Duiieun, nxeu— Dr 


bottle syphons— b 


Benches— F 




Doaras, ouueiiu, poriaDie -c 


bottles— b 


Benzene — S « 




Boards, 'carrom—S 


Bowling alley pins-S 


Bevels-S / 


* 


Boards, cljecker—S 


Bowls— S 


Rirvrlpfrarks HypH^— f 

uit y tit 'lawfuf) HAtU ,1 




x Boards, drawing— S 


. Bowls, water closet-S 


Rtf*vp|p rarVc nnrtcahlp 1 
uivj^tit laLfvj, pUI IdUlt " J 




Boards, emery— S 


bows, archery -S 


Ricvclps F 




Boards, games— S 


Box files, cardboard- S' 


DUUltdUb o 




Boards, ironing— E 


boxes 


Dining macnines c 




Boards, ironing, buiit-in-BF, 


boxes. electncal-S 


Dinuers, agricultural t 




boards, Iumber-> 


Boxing gloves—S 


Dinutis. lOOScIcal --o 




Boards, mounting -S 


Boxing rings, compIete—E 


Dinuing Lioui o 




* Boards, sandw^ch -S 


Boyle's law apparatus. 


Rt n f 1 1 no c r\r t\ v 
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Boards, wash— S 


complete unit — E 


Binoculars- E 




Boats or canoes -E 


Brake lirung--S 


DIU^OglLdJ LJidris- O 




DODDinS — o * 


Brake'hning machines-E 


Biological models- E 




Bodies, bus E 


Brakes and folders, hand or , 


Biology Specimens S 




^Bodies, truck-E 


power-E 


Rit hrarp^ — ^ 




DoaKins- o 


Brakes, complete replacement units-S 


Bit tools S 

Bits >5 \* 




Boiler cleaners S 


Brass polishes— 5f 




, Boilrr compotinds— -5 * 


brass rods -b 


BlnckHnarH nnintpr^ ^ 




Boiler firing tools S 


Bras*5 sheels S 


Blackboards nnrtihlp F 




* Don cutters o 


bread knives- b # 


RlnrWho^rHc cmnll clnfp 

UldtNUUdl Ui. Mlldll bid It 




. DOltS b 


bread pans-S 


Bladders S 




Bond rfaper- S • 


bread sheers, mechanical E 


RIndes yw S 




Dos) k cards o 


Bread toasters, electric E , 


Blankets S 




dook jacKets ^ 


. Breadboaras-b 


Blanks nnnted S 

■J iUI 1 I\ J) L/ 1 1 1 1 I t tl «J 


• 


v DOOK pOCKWS o 


Breakers, circuit S 


Blparhprs in Hon r ftYpH 


RF 


Book records^ S 


n i c 

Bricks- b 


Oltdtiltlb, UIHUUUI, IlXcQ 


T 
1 


dqpk stacks t: 


Bridges, wheatstone and 


Ditdcners, poriauie t 




4 book trucks t 


* similar- E 


V>lCdCIlC3 o > 


• 


Bookbinding machinery E 


Bridles xS 


RltnHs vpn^tnn RF 




Bookcases, portable E 


bnei cases b 


DiocKs, nai o w 




Bookcases, sectional E 


Broilers. electnc^E 


Rlnrkc \s \ r\ r\f>rxj i rt f> r\ Q 
UlU^Ni, MllUt Igdl It 11 - J 




Dookclotn b 


bronze, casting ■ S 


DiuLjs.b» suridcc jiaraenea- 


C 

o 


Bookcovers S 


^ bronzing liquid S 
Brooagrs h 

brodms, hand S & 


RIopVc t arm mil C 




Bookends b 


diuuu tindiysis apparatus, 




BookJceeping forms S* , 


complete -E 




Bookkeeping machines' E 


. Brooms, power-driven E 


Blood plasma cabinets E 




Bookplates -S 


'Brushes S 


"Blood pressure apparatus 


E 


Books S 1 


Buckets -S 


Blotter holders S 




Bodks, casJi S \ \ 


Bucksaws S 


Blotter pads S 




Books, composition' S 


Buffers, electric E 


Blotters -S 
t 




Books, hbtery E 


Bug sprays S s s 



i 



Bulbs, electric light— S . 

Bulbs, flowef-S 

Bulletin boirds, fixed-BF 

Bulletin boards, portable-E 
- Buntinjg-S, 
. Buret tes-^S 4 * 

• Burlap -S 

Buhners, Bunsen~S 

Bus accessories-S 

Bus chassis-E 

Bus repair partsVS 

Bus tickets-S A 

Bus tires and tubes -S 

Bus tokens-S 

Bus.wagons-E 
* Buses-E * 

Bushings-S 

Butter spreaders-S 

Buttons -S 

Buttons, push S l 
t Buzzers -S 

Cabinets, apparatus-E 

Cabinets, bevera^coohng. 
ice or electric-E 
_Cabmets» filing -E _ 

Cabinets, fixed -BF 

Cabinets, frozen «food storage E 
" Cabifiets. ice cream, ice or 
eldctnc- E 

Cabinets, laboratory- E 

Cabinets, lantern slide -E* 

Cabinets, portable E 
; Cabinets, prirrt, drafting E 

Cabinets, printers, galley £ 

Cabin&s, printers, type E 

Cabinets, supply E 
. table -S " 

Cages E 

Xake« knives S ^ 
Cake pans-S 
Cake soaps- S 
.Calcimine -S 
Calculati ng ma chines E 
Calendar. pads^S 
Calendar stands S 
Calendars- S ' 
. Calico J S . • 

Calipers -S # 
CaHbeiJs-S 



Calorimeters, continuous 

fiow-E 
^Calorimeters? electric-E 
Cam^ras-E 

Carneras, motion picture-E 
Cartas, still— E 



laii^a 



CarfRras,TV-E 

Can covers 
Can openers-S ■ 
Candles-S 
Candlesticks-S 
Cahes-S 
Canners-E 
Canoes-E 
Cans, ash - S 
Cans, garbage -S ■ 
Cans, rubbish-S 
Canvas - S ^ 
Cappers E 
Caps, metal - S 
Carbide -S 
Carbon dioxide -S 
Carbon paper - S 
; Carbon ribbons -7 S 
Carborundum stones-S 
Carburetors-S 
Card holders-S 
% Card punching and sorting 
* device-E 
Card racks E 
Card tables-E 
Cardboard -S 
.tardboard boxes-5 
Cards -S* 

-Carpenters squares-S 
Carpef beaters -S • 
Carpets -E* 
* Carrom board^— S 
Carrom cues S 
'Caq-om rmgs-S 
Carts L E 

Carving knives-S 
, Cases, bhef -S • 

Casas, cardboard -.S 

Cases, display -E 

Cases,Tile E 
. Cases, laboratory -E 
.Cases/musical instruments. 



large - E 



Cases, "musical instruments, 

small-^S 
Cases, supply-E 
Cases, type^-E 
Cash Boxes-S 
Cash registers-!: 
Casters-S 
v Casting bronze-S . 
Catalog cards-S 0 
Catches— S 
Cattle^E 

Caulking compounds-S 

Caulking iron?, all sizes-S 

Caustics-^! 

Cellophane-S 

Cells, photoefectric-S 

Celluloid -S 

Cement, c^nstruction-S 
Cement, h^iid-S 
Centenng machmes-E 
Centnfuges-E 
Certificates-S 
Chafing dishes-S 
, Chain hOists-E 
Chains-S 
Chains, tire— S 
CHair pads-S 
Chairs -E 
Chairs, folding-E 
Chalkboards, fixed-BF 
Clialkboards. portable-E " 
Chalks-S 
Chamois-S 
Change holders -S 
£fiarcoal-S . 
Charge "slips-S , 
Chargers, battery-E 
Chart stands-E 
Charts, large -E 
Charts, small -S 
C Chassis, bus— t 
Chassis, truck-E • 
Check handling machines-E 
Checkbooks-S - - 
Checker boards -S 
' Checkers-S 
Checks, brass-S • 
Qbecfewriters-E ' 
Cheesecloth-S 



O -6 

ERLC ■ 



91 



Chemicals-S 
Chemistry glassware -S 
Chemistry rubber goods-S 
Chimes, large -E 
Chimes, small-S 
China ware -S 
Chisels, in sets-E 
Chisels,- not in sets-S 
Choppers, food, hand-operated -S 
^Choppers, food, power-E 
Circuit brfeakers-S 
Qamps-S 
Gay-S 

Clay modeling tools -S 
Cleaners, flue-S 
Geaners, steam vapof-E 
Geaners, vacuum £ • . 
Cleaning compounds S 
Ginometers, photoelectric JC 
Clippers, electric E 
Clippers, hand-S 
Clips -S 

Gock systems: program. 

electnc - SS 
Clocks, desk*, -S 
Gocks, wall E 
Cloth S 
Goth binding S 
Cloth cutting machines E 
Cloth nets S 
Goth&s baskets S 
Clothes brushes \ 
Gothes dryers E 
Clothes hooks -S 
Clotheslines S 
Clothespins S 
Clothing -S • % ■ 
Clutch rebuilding apparatus E 
Coat hangers S 
Coat hoqks S 
Cocoa mats , S 
Coffee cans *S t 
Coffee grinders E 
CQffee percolators, electnc E 
Coffee pots S \* 
Coffee'iHTiS E 
Coin, Currency, and check 

handling machines E 
Colanders S 
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Collapsible tables-E 
Colored pencils-S 
Colorimeters-E 
Coloring dyes-S 
Combines-E 
Combs-S 

Combustion analyzers-E 
Comparators-E 
Compasses, blackboard-S 
Compasses, drawing-S ' 
Compasses, magnetic-E 
Compasses, magnetic, pocket 
Compounds-S 
Compressed air-S 
Compressors, air^E 
Computing machnies-E 
Condensers, electronic S 
4 Condensers, ignition 
distribution -S 
Condiments-S 
Conduit boxes-S 
Conduits and fittings--S 
Connecting rod aligners-E 
Corxnecting roti boring 

macluqps E 
Connecting rod* rebabbiting . 

jigs E 
Connectors, wire S 
Construction paper -S 
Containers S * 
Conveyors E 
Cookers, pressure E 
Cooking stoves -E 
Cooking utensils S t 
Coolers, water E 
Coping saw blades- S 
Copper S 

Coppers, soldering S 
Copyholders -S 
Cord-S * \ 
Cords, electric -S 
Cores, valve -S 
Cork -S 
Corkscrews S 
Cornices, metal S 
Correction fluid, stencil S 
Corrosives- S 
Corrugated paper S 
" Costumers E 
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Costumes, theatrical -S 
- Cots-'E 
Cotter pins-S 
« Cotton, absorbent-S 
Cotton gauze— S 
Couches— E 
Counter freezers-E 
Counters, fixed-BF 
Counters, revolution and 

strdke-S 
Countersinks-S 
S Couplings-S 
Coveralls-S 
Covers~S 
Craypns-S 
Crockery 
Crocks-S 

Gross-section paper-S 

Crucibles , S 

Crude oil S 4 

Crushet^rock -S 

Crystals, watch-S 

Cues, carr6m-S 

Cuitivators-E 

Culverts, sheet metal S 

Cup hooks-S 

Cupboards E 
— rr"Cups\-S> 

Cups, grease S 

Curbs - 1 

Curling irons S 
• Curtain rods S 

Curtains, shower and window 

Cur tains, stage BF 
, Curtains, cyclorama BF 

Curtains, window -S 

Cuticle pushers S 

Cutler>-S * 

Cutters, glass- S 

Cutters, large E 

Cutters, pastry S 

Cutters, plane S 
' Cutters/small S * 
, • Cylinder bonng4ftachines E 

Cylinder oils S 

Cylinders, dictating machine S 
Cylinders, gas E 
Cylinders, hydj;ometerjjar-S 
M Cylinders, mailing S 



Dampers-S 
Date stamps-S 
Daters-S 

Dating machines- E % 

Decorations -S 

Deep fat fryers -E 

Deep freezers-E 

Dental abrasive points S 

Dental benches-Ij^ 

Efental cabin^ts-E * 

Dwital chairs-E 

Dental charts -S 

D^ptal drilling apparatus -E 

Dental drills— S 

Dental instruments, small S 

Deodorizers -S 

Desk blotters S 

Desk lamps S 

Desk letter baskets S 

Desk pads S 

Desks E 

Developers, photographic S 
Developing tanks S 
Dextrin S 
Dextrose S 

Diaries S* • * . 

Dictating machine cylinders, 

discs, and tapes S 
Dictating 'machines E 
Dictionaries, abridged S 
Dictionaries, large 

unabridged E 
Dictionary stands E 
Dies, in sets £ 
Pies; not insetj -S 
Diesel engines, integral 

parts of larger units -S 
Diesel engines for use in 

classrooms -E 
Diploma covers - S 
Diploma ribbons 5 
Diploma seals- S 
Diplomas-^ 
Discs, optical- E 
Discs,.phon6graph-S 
Dish brushes 5 
Dish cloths -S 
>Dish pans -S 
Dish trucks -E 



Dishes-S 

Dishwashers, fixed-BF 

Dishwashers, portable-E 

DisinCectants-S 

Dispensers, soap-S 

Display cases-E 

Display mounts -S 

Dissecting sets-S 

Distilled water-S 

Distilling apparatus -E 

Distributor boxes-S 

Distributors-S 

Ditto machines -E 

Dividers -S 

Doilies-S 

Dollies-S . 

Dolls-S 

Doormats -S 

Doors-S 

Dowels -S 

Drafting instruments-S 

Drafting machines-E 

Draglines-S 

Drain cleaners-S 

Drain pans-S 

Drain plugs- S 

Drain plungers-S 

E>rain tile — S 

Drain^fpe flushers-S 

Drapery -BF 

Drapery cloth-S 
' Drawing-boards - S 

Drawing'compasses- S 

Rawing instruments -S 

Drawing paper S 

Drawing pens-S 

Dravdng tables-E • . * 

Dressers, emery wheel -S 

Dressings,, belt— S 

Drier, ftvk-S 

Drier, paint -S 

Prier, varnish-S 

Drift meters-E 
. Drift pins, all sizes S. 

Drill bits^S 

Prill points-S 

E^rill presses, bench, floor, 
orradial-E 

Drills, hand~S j 



Drills, power-E 
Drinking water coolers, % 

electric or ice-E 
Driveways-I 
Drugs -S 

Drums, bass, kettle,' snare-E 

Drums, fiber-S 

Drums, metal-S 

Dxurns, other than musical-S 

Dry^dls-S 

Di^c measures-S 

Dryers-E 

Dryers, clothes-E 

Dryers, hair-E 

Drygoods-S 

Drying units, infrared-E 

Dumbbells -S 

Duplicating machine brushes-S 
Duplicating macliine ink-S 
Duplicating machine paper-S 
Duplicating macliine parts-S 
Duplicating machine rolls -S 
Duplicating machines-E 
Dustcloths -S. 3 
Dusters-S 

Dustpans -S - ' 

Dyes-S ; 

Eartkenware-S 

Easels/ largij^E 

Easels, s^ia^-S 

Edge tools, except cutting 

dies- S ^ 
Edgers, lawn-E 
' Educational tests— S 
Eggbeaters, electric -E 
Eggbeaters, hand-S 
Elastic— S 

Electric battenes-S 
Electric clip{5ers,,sHeep, 

horse -E 
Electric dords-S 
Electric dishwashers-E 
Electric floor, scrubbers-E 
Electric fuses-S 
• Electric hot plates-E 
Electric irons-E 
Electric lamp bases-S 
Electric light bulbs-S 
Electric mixers-E 
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Electric sanding machines— E 


Extensometers— E 




Fire extinguishers-E 


Electric switches— S 


Extinguishers, fire-E 




Fire hooks-S 


Electric toasters— E 


fextractors-E 




Fire safety systems— SS 


Electric tube testers— E 


-Extracts-S 




Fire shovels-S 


Electric vacuum cleaners^E 


Eye charts -S 




Fire tongs-S 


Electric waxing machines— E \ r 


Eyelets-S * 




rireplace ux4ures— fc« ' 


Electric \yelding apparatus— E • 


Fabrics-S ■ * 




Fittings, lubrication -S 


Electric wires— S 


Face and eye shields-S 


• 


First aid kits-S 


hlectncal boxes-b 


Faces, archery— S 




Flagpole bases-I 


Electrical systems— SS 


Falling weight rammers 


-E 


rlagpoles-1 


tieciroues— o 


Fans, electric, portable 




rlags, lai^ge— h 


Electrolysis apparatus— E 


rasteners— b 




Mags, small-b 


tueciromagneis, laooraiory— a 


Fasteners, apparel— S 




rlasnlignts— b • ^ 


Electronic components S 


Faucets, combination o 


r singte-E 


« 

hlasks-b . ' 
rlatirons, electne-h \ 


Electronic deviation meters— E 


Feldspar— S 




Electronic frequency meters— E 


Calf c 

relt ~b 

rences-1 ^ 




Flavonngs-S 


Electronic po\tffer supply and 




Flaxseed-S 


voltage regulators— E 


Fencing foils- S 




Flexible cord sets-b - 


Electronic recording devices, 


■ferrules- S 




Flexible metal hose-S 


graphical and visual— E 


Fertilizers-S 




Flexible metal tubing-S 


Electronic tubes— S 


Fiber rod -* S 




Floats, hydrometer-S 


Electronic volt-ohmmete-rs - E 


0 Fiber sheets -S 




Floats, plumbing-S 


Elements, battery b 


Fiber tubes-S 




Floodliglits, portable -E 


Embossers— E 


Fiberboard-S 


*. 


Floor covenng, wall-to-wall-BF 


embossing fluid -b 


Figures, geometneal, models, 


Floor oil— S 


Embossing pans- b 


in sets-E 




Floor scrubbers, electric-E 


hmery boards b 


File boxes-S 




FlooY waxes-S 


hmery cloth -b 


File cards-S 




Flour-S 


Lmery powder 


File folders-S 




Flower bulbs-S 


Lmery wheel dressers S 


Files, wood and metal working-S 


Flowerpots-S 0 


hpiery wheels b 


fiiing cabinets-E 




Flowers-S 


Enamel S 


Tiling machines E 




Flue cleaners-S 


bnameleaware b 


Filings-S- 




Fluorescent lamps -S 


Encyclopedia, set E 


Fillers, battery -S 




Fluorescent ^arters-S 


cnu laoies "E. 


Fillers, ink-S 




rluoroscopes— h 


Engineers scales, measure— S 


Fillers, paint-S 




Flushers, drainpipe-S 


Engine flushing machines- E 


Fillers, wood-S 




r^i -i _ i c 

rlush valves-b 


engines, ior use in classrooms— c 


Film-S 




rlux—b 


Engines, integral parts of 


Films, motion picture- 


E v 


Fly. sprays-S 


larger units -S 


Films, photographic -S 




rolders-b' 




.Films, televisioh-S 




Folding chairs— E 


Envelope sealers 


Film cement-S 




Folding tables-E 


Envelopes S 


Filter papef-S 




rood -b 


PncAm ci Itc x 
CpM/IIl 3<tll^ — 3 


Fitters, small -S 




Football dummies, tackling— S 


Eradicator, ink-S 


Fingers, rubber -S 




Football shoes— S /\ 


Erasers, electric E 


Filmstrips-S 




FootbalJ uniforms- S* \ 


Erasers, hand rS 


Firearms ^E * 




FoOtbails S" } 


Exhibit cases -E 


Fire ax-es-S 




Forceps-S* 


Exposure meters, dam era E 


. fire extinguisherrefills 


-S 


Forges^E 
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Forks, silverware -S 
Forks, spading-S 
Forks, tuning-S 
Formaldehyde -S 
Forms, dress-E 
Forms, geometrical, model, 

in sets-E 
Forms, pcinted-S 
Foundry machinery -E, 
Framesi, blue"print-E 
Frames, door~S 
Frames, mirror-S 
Frames, ophthaimic-S 
Frames, picture - S 4 
Frames, saw -S 
Frames, windqw-S 
Freezers -E 
Freezers, ice cream -E 
Frequency meters E, 
Friction tape-S 
Fruits -S 
Fuels-S - 
Fumigants S 
Fumigators S 

Fyngicides S V 

Funnels-S 

Furnaces- E ' 

Furnaces, heat treating - ; E 

Furnaces, laboratory E 

Furnaees, remelting, type 

metal E 
Furniture E 
Furniture polishes' 
Fuses S 
Gages, tire - S 
Galvanometers E J 
Galvanoscopes E 
Games -S 
Garbage cans ST 
Garden hose-S , 
Garden tools S 
Garni e^its-S 
Garnet papef -S 
Gas compressors E 
Gas cylinders E m 
Gas mantels S 

Gas meters, laboratory type E* 
Ga^Rlates E 
Gas stoves E 



Gases-S 
Gaskets-S • 
Gasoline -S 

Gasoline dispensing pumps, 

electric— E 
Gasoline dispensing pumps, 

hand operafed-S 
Gates-I 

Gauges, alignment, cambers, 

toe-in-E 
Gauges, tire -S 
Gauze-S 

Gear cuUing machines-E 

Gears-S 

Gelatin-S 

Gelatin duphcators-E , 
Gelatin pads-S 
Generators, integral parts 

of larger units-S 
Generators, not integral parts 

of larger units-E 
Geographic globes, large 
. stand type-E 
Geographic globes, small 

desk type-S 
Glass ~-S 
Glass, watch S 
Glass cutters S 
Glass wool -S * 
Glasses, dririkirrg-S 
Glasses. magnifying-S 
Glasses, ophthalmic-S, # 
Glassware -S 
Glaze -S 
Ghdes-S 

Globes, electric light- S 
Globes, geographic, large 

stand type -E 
Globes, geographic, small 

desk type -S 
Gloves*, rubber - S 
Glue S 
Glycerin -S 
Goalposts 1 
JGoggles-S 
finding -I . 
Graduated measures S 
Graph paper S 
Graphite -S 
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Grass seed -S' 

Grass shears, hand operated ~S 

Grass shears, potfer operated -E 

Grates, stove-S 

Gravel-S 

Grease-S 

Grease guns, air, gun only-S ^ 
Grease guns, hand— S » 
Grinders, coffee-E 
Grinders, hand operated -S 
Grinders, power operated-E 
Grinding compounds-S 
Grinding #f*&£ls-S 
Groceries-S 
Growlers, armature -E 
Guards, arnr-S 
Guards, lamp-S 
Guards, shin-S 
•^Gummed cloth-S 
Gummed figures-S 
Gummed labels T S 
Gummed seals-S 
Gummed tape-S 
Guns, starting-E 
Gytfi shoes-S 
Gypsum-S 
Gyroscopes-E 
Hacksaws -S 
Hair clippers, electric-E 
Hair clippers, hand-S 
Hair dryers -E 
Hairpins-S 
Hall trees~E 

Hammers, autobody. pneu- 
matic -E 

Hammers, ball peen-S 

Hammers, electric, hand-E 

Hammers, light forged -S 

Hammers, power- E 

Hammers, sledge-S ' 

Hampers -S 

Hand bags-S 

Hand saws-S 

Hand stamps-S 

Hand tools, \x± sets-E 

Hand tools, not in sets— S 

Hand tools, power driven, 
pneumatic and electric-E^ 

Hand trucks-E 
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Hahdballs-S 
Handbooks-S 
Handles -S 

Handscrews, wood and iron -S 
Hangers, clothing-S 
Hangers, hardware -S 
Hard ware -S 

Harnesses-E t 

Harrows-E 

Hat blocks-S 

Hatchets-S 

Headlights -S 

Heaters-E 

Heaters, portabIe~E 

Heating pads-S 

Heating systems-SS 

Hectographs -E 

Hemp fibre -S 

Hinges- S 

Hoes, garden -S 

Hoists-E 

Hoists, electric or pneumatic-E 
Holders, blotter S 
• Holders, change S 
Holders, copy-S 1 
Holders,«dictionary-E 
Hooks-*S 

Horizontal t>ars," portable -E 
Horns, motpr vehicIe-S 
Horses~E 

Horses, gym equiprqent -E^ 

Horseshoes -S 

Hose, apparel S 

Hose, flexible metal; S 

Hose, garden S 

Hose clamps S 

Hose nozzles S 

Hot plates -E 

Hot water bottles S • 

Hurdles E 

Hydraulic jacks, garage type E 
Hydrometer floats S 
Hydrometers - S - 
Hygrometers* S 
Hypodermic needles S 
Hypodermic syringes S 
Ice-S • 
Ice bags S 

Ice cream cabirrets, ice or 
electric E ^, 



ce cream freezers-E 
gnition coils-S 
mplements, farm-E 
ncandescent lamps, bulb§-S 
ncinerators, fixed -I 
ncinerators, portftble-E 
ncubators-E 
ndex cards-S 
ndex labels-S 
r>dex tabs-S 
ndian clubs-S * 
nductance standards -E 
nk-S 

nk drier-S 
Ink eradicator-S 
nk pads- S > % 
finer tubes, auto— S 
nsect nets -S 
nsect screening -S 
nsecticides* S 
nsignia-S < 

nstruments, band and musical -E 
nstruments, dental. small-S 
nstruments, drafting-S 
nstruments, drawing-S 
nstruments, medical, small-S 
nstruments, musical -E 
nstruments, recording, 

electrical-E 
nstruments. surgical, small S 
nstruments, surveyiag-E 
Instrujpents, testing-E 
Jiitf ffators-" S* v 
ntelligence tests,- S 
ntercomjnunication systems SS 
nterferometers E 
nteryal timers 
O.dine S 
odoform -S 

ron filings -S - ' , 
ron gatize-S 
roners -E ' 
ron, sheetr-S. 
ron wedges S 
romng boards S 
irons, electric E 
aokets, book-S * 
acks, garage type, hydraulic E 
Jacks, mechanical IS > 
Jars S ~ 



Jointers-E 

Joints, plumbing-S • 

Juice extractors, electric -E 

Jump^standards E 

Kercteene-S - \x 

Kettles-S 

Keyracks-E 

Key rings-S - 

Keys-S 

Keyboards, piano, paper-S 

Keyhole saws- S 

Kilns- E r 

Kitcl^n^tables E 

Kitchen utensiIs-S 

Kits, first aid-S 

Knee pads -S ' * 

Kjnves-S 

Labels-S 

Laboratory balances, beam -E 
Laboratory fittings, plumbing S 
Laboratory furniture- E 
Laboratory glassware-^ ' • 
Laboratory models-E 
Laboratory mounts-S 
Laboratory tools, small hand -S 
Lacing -S 
Lacquers -S 
Lactose- S 

Ladders, large -E %. 
Ladders, small - S 
Ladles -S 
Lagscrews S 

Lamp bases -5 , , 

Lamp bulbs S 

Lamps- E 

Lamps, desk -S 

LarAps,. drafting table S 

Lamps, electric floor E 

Landscaping-I 

Lantern slide cabinets E 

Lantern slideS S 

Lanttrns S 

* « » 

Lathes --E. « 

Latfies,.brake drum E • 

Latlfes, turret, or automajtic ' ' * * - 

screw machines E \ 

*- • 

Lathes, wood turning - E 
Laths S 

Lawn mowers E 
Lawn roHers E 
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Lawn sprinklers, movable -S 
Lawn; sprinklers, traveling- E 
Lawn sprinkling systems -J 
> Lawns-I 
Lead-S • 
Lead pencils-S 
Lead, red— S 

Lead, slug and. rule casting 

machines, elrod-E 
Leather-S * 
Leather briefcases-S 
Leatherworkin^tools, hand-S 
Lecterns— E 
Ledgers-S 
Lenses-S 
Letter bakkets-S 
Letter files-S 
Letter open/rs S 
Letter scales-S 
Letterheads S 
Lettering pens-S 
Letterpresses-E 
Levels,, precision machinist's-S 
Levels, sm^L or carpenter's-S 
Levels, surveying -E 
Library books-E 
Library furniture- E 
Library trucks- E 
Lifts, vehicle -E 
Light bulbs-S 
Light globes S 
Light systems -SS 
Lighting units, blueprinting-E 
Lime— S 

Line markers, large push type-E 
Line markers, small -S 
Linens-S 

Liners, staflVs^iusic- S 
Liners, type-S\ * 
Lining, brake -S 
Lining, cloth -S 
Linoleum-S % 
Linotype metals S - 
Linotypes- E 
Linseed oil -S 
Liquid bronzing -S 
Liquid polishes -S 
Liquid soaps -S 
Litmus paj>er- S 



Dvestock-E 
Loam-S 

Locker, built-in-BF 
Lockers, movable-E 
Locknuts-S 

Locks, small; not built-in-S 
Looms-E . 
Looseleaf binders— S 
Looseleaf notebooks— S 
Lubricants-S 
Lubricating oil-S 
Lubrication fittings— S # 
Lugs, soldering-S 
Lumber-S 
Machine tools-E 
Machinery, canning-E 
Machinery, cement-making-E 
Machines, adding-E 
Machines^ addressing— E 
Machines, billing— • 
Machines, bookkeeping-E 
Machines, Brake lining-E 
Machines, calculating— E * 
Machines, check handling-E 
Machines» coiij handling-E 
Machines, coin oper&ted-E 
Machines, dating,.f>bwer-*E 
Machines, dating, ^mall hand-S 
Machines, dieting- E 
Machines, dislwa^Kkig-E \ 
Machines, dr^wing,-E . 
Machines, drycleahirig-E 
.Machines* duyplicating-E 
Machines, large-E ¥ 
Machines, laundry-E 
Machines, mimeograph -E 
Machines, mixing-E 
Machines, numbering, power -E 
Machines,~numberfn£, small 

hand-S , > 
Machines, polishing-E 
Machines, pressing ^E 
Machines, sanding-E 
Machines, scrubbing -E 
Machines, sewing-E 
Machines, Small, hand-S 
Machines, stamping, power-E 
Machines, stamping, small 

hand-S 



Machines, tabulating-E > 

Machines, washing— E 

Machines, waxing-E 

Magazine covers-S* . 

Magazine racks, large stand-E 

Magnets, laboratory -S 

Magnifying glasses-S 

Mail boxes-S , 

Maltets-S 

Manicuring tools-S 

Manila files-S 

Manila folders— S 

Manila rope-S / 

Map tracks-S 

Maps, large-E 

Markers, line^Iai^ge push-type-E 
Markers, line, small— S 
Matches-S 
Matrix, type-£j( 
Mats, door and bath-S 
Mats, gymnasium,* tumbling, 

wrestling-E 
Mattocks-S 
Mattresses-S 
Mauls-S 
Meal-S 
Meats— S 

Mechanical drawing instruments -S 
Mechanical pencils-S 
Medals-S 

Medical instruments, small-S 
Medicine balls-S 
Medicine cases-E , * 
Medicines-S 
Megaphones-S 
Memo bdoks-S. 
Mending materials-S 
Mesh, steel wire-S 
Metabolism apparatus-E 
M9ial polishes-S 
Metal working machinery-E 
Metal working tools, small, 

hand operated-S 
Metals, die casting-S 
Metals, laboratory-S 
Metals, linotype-S 
Meter sticks-S 

Meters, watt, laboratory type-E 
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ifticrofilm readers and viewers 

^fov office u$e-£ 

Micrometers, in sets-E 

Micrometers, not in sets— S 

Microprojectors-E 

Microscopes-E 

Milk cans-S 

Milking machines-E 

Milliammeters-E 

Milling machines, bench or 

floor-E* 
Millivdltmetete^E 
Mimeograph machines-E 
Mimeograph paper-S 
Mineral wool-S 
Minerals, laboratory -S 
Minute books- S 
Mirror frames-S . 
Mirrors, large wall-E 
Mirrors, smalL-S 
Mitre boxes-E 
Mixers, electnc-E 
Modeling clay-S 
Modeling tools-S 
Models,*dress-E 
Models, shop and laboratory 
Molding, metal-S 
Mop pails— S 
Mop trucks-E 
Mop wringers S 
Mops-S 
Mortar-S 
Mortise rs-E 
Moss— S 

Motion picture came^as-E 
Motion picture films-E 
Motion picture projectors- E 
Motor analyzers-E 
Motor generator sets-E 
Motor vehicle parts-S 
Motor vehicles-E 
Motorcycles-E 
Motors, integral parts of 

larger units-S 
Motors, not integral parts of 
• larger units- E 
Mounting boards-S 
Mousetraps-S 
Mowers, lawn-E 



Mucilage -S 
, Multimedia sets-S « 
Music stands-E 
Music, sheet-S 
Musical instruments-E 
Muslin-S 
Mustard -S 
Natf polishes-S 
"Nails -S 
Napkins-S 
Napkins, sanitary-S, 
Neatsfoot oil— S 
Needles-S 

Needles, hypodermic S 
Negative racks S 
Negative tanks- $ . 
Nets, cloth-S 
Nets, steel-E 
Newspapers-S 
Nibbling machines-E 
Nickel oolishes-S 
Noise aid field strength 

meteix_E 

Notebook covers-S 
Notebooks -S 
Notebooks, stenographers -S 
Nozzles, hose-S 
Numbering machines, power- 
Numbering machines, small 

hand-S 
Nuts/S 
Oakum- S 
Oars-S 

Office composing machines, 

Varitypes-E 
Office furniture-E 
Ohmmeters -E 
Oil-S 
Oif cans-S 
Oilcloth- ; S 
Ointments -S 
\ Oleomargarine-S 
Openers, letter-S 
Ophthalmic frames -S 
Optical discs -E 
Organs-E 
Oscillators -E 
Oscillographs -E 
Oscilloscope -E 



Outlets, electrical-S 
Outline maps- S 
Output meters- E 
Ovens-E 

Oven ware dishes -S 

Oxygen -S 
, Packing -S 
! Padding -S 

Padlocks-S 

Pads, chair-S 

Pads, desk/-S 

Pads, inJj>-S 

Pads, stamp -S 

Pads, type\vnter-S 

Pads, writing S 

Pails-S* 

Paint drier-S 

Paint remover-S 

Paint spraying outfits-E 

Paintbrushes -S 

Paints-S 

Palettes-S 

Pamphlets-S 

Pans, large -"E 

Pans, small S 

Pantographs-S 

Paper-S 

Paper clips S ' 

Paper cups-S 

Paper cutters-E 

Paper fasteners-S 15 

Paper napkms-S 

Paper punches-S 

Paper towels-S 

Paraffin'-S 

Parts,, automotive S 

Parts, radio, resistors, tubes, 
transformers-S 

Parts, repair S 

Paste -S 

Paste brushes-S ^ 
Pasteboard-S 
Pasteboard boxes- S 
Pastries S 

Pastry cutters -S - 
Patching compound? -S 
Patterns- S 
Paving - 1 
Peat moss-S 
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' Peelers, electrical-E 
Peelers, hanci-S 
Pen points-S * 
Pencil sharpeners-S , 
Penciis-S 

Pencils, qiechanical-^ • 
Penetrometers, soil-E . 
Penholders-S * ' 

Penkniyes-S • * 

Pennants-S 1 ^ * 
f>ens-S " * 
Percolators, coffee, electric-E 
A Perforators, large -E 
Perforators, small-S 
Periodicals-S 

Permanent waving maclunes-E 

Pestles-S 
V.Phonograph needles-S 

Phonograph record albums-S 
J Phonograph records-S 

Phonographs— E . v v 

Photocopy^ig apparatus -E 

Pliotoelectric cells -S ^ 

Photoengraving apparatus-E 

Photograph mounts ~S 

Photographic lenses S 

Photographs-S - s - 

Photometers E 

Pianeparts-S f 

Pianos- E 

Picks- S * . 

Picture frames-S 
Pitt u re wire-S 
Pictures, small- S 
Pictures, wall, large -E 
, Pigments -S * , - 
Pillows -S . 
Ping-pong sets- S 
Pinking shears -S 
Pins-S 
Pipe-S 

Pipe diefc,,in sets E . 
Pipe dies, not in sets S * 
% Pipe fittings S 

Pipe, steel -S ^ 
Pipettes S 
Piston nngsr S* 
'Pistons S 
Pitchers S 
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Pitch pipes-S 
PitchTorks-S 
Plane cutters-S 
Planers, power-E 
Planes, hand— S - 
Planing machines, photo- 

engravere^E 
Plaques, p£rmanent-E 
Plarimeters-E . 
Plaster-S'' \ . 
Plaster, adhesive-S \ 
Plastic wood^S ^ • 
.Plate gtess-S 
Plates -S 

Plates, addressing maqhine^S* 
'Plates. battery-S . • 
Plates, bench-E 
Plates. book-S 
Plates, hot-E 
Plates. lanterfTjslide-S 
Platesaphotographic-S ^- : 
PlatfAns-E 

^^groynd equipment , fixed-I 
UnH equipment, movable 



m Posts, fixed-I 
Pot cleapers-S 
Potato peelers, large, 

machine— E 
Pots, large -E 
Pots, small-S- 
Pottery-^ 
Powdefs-S , 
Power sprayers and dusters-E 
Preservatives-S * 
Presses, arbor-E( 
Presses, book, bookbinders-E 
Passes, cylinder, flat bed, 
, *prmting-t 
Presses, engraving-E 
Presses, letter-E 
Presses, lithographic or offset 

printing-E 
Presses, mechanical -E 
Presses, power-E 
Presses, punch, foqt power-E 
Pressure cookers- E 
'Printed materials-S 
Printing cases-E 4 



V Hj^ surfacing- 


i 


Printing frames— E . 




f 


.Printing ink-S 






Printing materials- S 


Ploovs, snow-E 




Printing presses -E 


Plugs, drain- S 




• Printing sets, rubber-S 


Plugs, spark-S 




''■ Printing type-S 


Plumbing 4hd heating 


valves - S 


Prisms S 


Plumbing fixture fittings % 


TVojectors-E 


and trim-S 


f 


Protectors,* check-E 


Plumbs-S 




f Protractors -S 


Plungers, drain- S 




Pruners, hand-S 


Pockets, book-S 




Pruners, pfc>wer-E 


Pointers-S 




Psychjometers-S 


Points, dnll-S 




Public ac|drQSS systems, 


Polarimeters-E 




installed j SS 


Polanscopes -E- 




Public address syctems, 


Poles S 




portable-E * 


Poles, climbing -S 




Pulleys -S 


Poles, vaulting, bamboo-S 


Pumice-S 


Poles, vaulting, metal- 


E 


Pumps, large -E 


Polishes- S 




Pumps, small r S 


Portfolios, leather-S 




Punches S • * 


Postal meters -E 




Punches, electrical E 


Posters S 




Push buttons-S 


Posts S 




Pushcarts E 




93 





Putty-S 

Pyrometers-E x 
' Quivers, arrow-S 
Rackets, badminton ~S 
Racket*, tennis-S 
Racks, bicycle, Tixed-I 
Racks, bicycle, portable -E 
Racks, large stand -E 
Radio receiving sets-E 
% Radio transmitters-E 

* Radio tubes-S 
Radios-E 
Raffia -S 

Rags-S * 
Rakes, garden- S 
Rakes, window- E 
Rams, hydraulic-E 
Ranges, cooking E 
Rasps -S 
Rattan-S 
Reamers-S 
Receptacles -S 
Reqord books-5 
Record forms- S 
Record players-E ^ • 
Recorders, sound-E 
Recording tape and wLft S' 
, Records, phonogi*ph-S 
Reeds -S 
Reels, hose-S 

Reels, motion picture film-S 
Reference books-E' 
Reflectors, parabolic-S 
Refracting apparatus-E 
Refrigerators r E 
Registers, cash-E ^ 
Registers, printed~S 
Regulating valves-S 9 
Regulators, voltage-S 
Relief m^ps-S f 
Repair parts -S 
Report forms-S 
Resistors-S • 
Respirators-S 

* Retorts, glass laboratory-S 
Rheostat -E 

Ribbons, adding machine -"S 
Ribbons, addressing machine-S 
1 Ribbons? cloth -S 

4 



'Ribbons, typewriter-S 

Ringtossgame-S 
K Rings, boxing^-E 

Rings, carrom-S * , 

Rings, flying-E * 

Rings< key-S 

Rivets-S 

Robes-S 

Rock, crushed-S 
^Roller bearings-S 

Rollers, ink-S' , 
.Rollers, lawn-E - 

♦ Roofing materials-S 
Rope-S 
Rosin -S 
Rottenstone-S 

Rqug^^k 

Rogers -E 
Routers, plate. ph-otoengraving-E 
Rowboats-E 
Rubber bands-S ' 
Rubber goods-S 
Rubbish cans-S 
Rugs, room size -E 
Rugs, scatter-S 
' ki}lers-S 
Rules, shrink arid circum- 
ference -S 
Saccharimeters-E 
Safes-E ^ 
Safety belts^wmdow-fcorking-S 
Safety glass-'S » 
Safety pins-S 
. Salts-S\ 
Sand-S 

'Sanders, electric E 
Sandpaper -S 
Sandwicji boards- S 
Sanitary napkins^-S 

• Sarytary ■systems -SSr-^ 
Sash, combination scfeen and 

storm -S 

Sash cords-Sv 

Sash, serpen -S 

Sash, storm -S 

Saucers -S 
. Saw blades-S 
- Saw frames S 

Sawdust -S 
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Sawhorses-E 
Saws, s >and-E " 
Saws, circular- E 
Saws, hand-S 
Sawj; power-^E 
Saws, power'hack-E 
Scales, beam balance *E 
Scales, draftsmens-S 
Scajes, spring-S 
Scalpels— S 
Scissors -S 

Scoop sfibvels, hand-S ^ 
Scouring powders-S 
Scrapers, hand-S 
Screen doors -S 
Screens, projection, built-in - 
Screens, projection, qjovable 
Screens, window-S • 
Screw extractors-S 
Screw eyes-S » 
Screw hocks S 
Screwdrivers-S » 
Screws— - 
Scrubbing compounds -S 
Scrubbing machines- E 
Scythes-5 

Sealers, envelope, mechanical 

Season ings-S 

Seats-E 

Sectional bookcases E 
Sedatives-S 
Seed, grass -S 
Separators, battery-S 
Separators, milk-E 
^erums-S 
^Serving trays -S 
Settees-E 

Sewer.systems I pfSS 
Sewing machines-E 
Shades, window-BF 
Shakers, laboratory- E 
Shakers, powe'r-E 
Shampoo-S 
Shapers, bench afid floor-E * 
Shapers and rduters-E 
Sharpeners, electrical-E 
Sharpeners, pencil -S 
Shears, hand-operated S 
Shears, power-operated E 



Sheaves-S « 
» 


Socksrpairs-S 




Stains-S^ 


Sheet metal -S 


Soda, baking-S 




Stakes-S 


Sheet music-S 


* Sodding^-S 




Stamp pads-S 


Sheeting-S 


Softballs-S 




Stamping machirfes, power-E 


Shellac-S 


Softeners, water, chemical 


s 


Stamping" machines, small hand 


Shelve kiln-S 
Shelving-BF 


. Soil-S '* 




Stamps, rubbef-S 


Soil penetrometers-E 




Standards, jump-E 


Shelving materials-S 


Soil test molds-E 




Stands, calendar-S 


Shingles-S < J 


Soldering Qoppers-S 




Stands, chart— E 


Shock absorb,ers-S 


Soldering materials- S 




Stands, dictionary -E* « 


Shoes and boots-S 


Solvents-S * 




Stands, engine repair-E 


Shopcoats— S 


Sound recorders -E 




Stands, umbrella -E 


Shorthand writing machines E 


Sound systems-SS * 
Spades-S 




Staplers, foot- or power- 


Shovels, hand-S 




operated-E 


Shower-fittings -S 


Spading forks-S 




Staplers, small hand-S 


Shrubs -I 


Spark plug cleaning machines E 


Staples--S 


Shrubs- S 


Spark plugs-S 




Starch-S 


Shuffleboa^d sets-S 


Spatulas-S 




Starters, electric- S 


Shuttlecocks -S 


Specimens, laboratory- S 




Stationery-S 1 


Sidewalks -I 


Spectroscopes -E ' ~~ 


Statuary-E • 


Siding, sheet metal 3 


Sphygmomanometers-E 




Steam vapor cle^ners-E 


Sifters -S 


Spikes-S 




Steam packing-S 


Signs, large -E 


Spints-S 




Steel measuring tapes-S 


Signs, smalUS 


Spirometers E 




Steel, sheet-S v 


Silk screen printing apparatus, 


Splints 




Steel wool-S 4 ' ] 


complete units S 


' Spokes -S 




Stencil Correction fluid— S 


^Silver polishes- S 


Spokeshaves S 




Stencils— S * - 


Silverware -S 


Sponges S 




Stenographers notebooks -S 


Sink fittings-S 


Spoons -S 




Stereoscopes— E 


Skeletons -£' 


Spotlights -S • 




Stenle gayze-S 


Skillets— S 


Spray mixtures S 




Sterilizers-E ^ 


S>kis-S 


Sprayers, hand-S 




Sticks, composing S 


Slats *-S 


Sprayers, power-E 




Sticks, hockey -S 


Sledgehammers ~S 


Spreaders, manure E 


4 


Stilts, sport-S 


Sheers, bread, mechanical E 


Spreaders, tire-E 




Stitchers-E 


Slide rules S* 


'Spreads, bed -S 




Stock records S 


Slides, lantern S 


Springs -S 




Stockings S 


Slides, microscope S * 


^rings, furniture S 


9 


Stones, printers E 


Slides, projector S 


sprinklers, lawn, movable 


s 


Stools -E - 


Snaps-S 


Sprinklers,' lawn, traveling - 


E 


Sto£ watches -S 


Sneakers-S 


Sprinkling systems, lawn 1 




Stoppers -S 


Snips S 


Sprockets-S 




Stops, bench S 


Snow shovels, hand S . 


Squares-S 




Storage batteries-S 


Soap dispensers S J 


Squeegees- S 




Storm drain systems I 


Soaps- S 


Stacks, book -E ( 




Stoves-E 


Soccer balls S 


Stadia rods- E 




Straightedges-S 


Soccer shoes S 


Stadiometers-E 




Strainers-S 


Socket wrench sets E 


Staff liners, music -S 




Straws, drinking-S 


Sockets, wrench -S 


Stain removers -S 




Stretchers-S 
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Strings-S 

Striking bag outfits-E 1 
Stvluses-S * , 
SpftglassJrames-S 
Sunglas^s-S . 
Supply cases-E 
Supporters, athletjc-S 
Surface hardened blocks-S^ 
Surgical instruments, small-S 
Surgical powders-S 
Swages- S 

Sweepert, carpet, electric-E 

Sweepers, h^nd-S 

Switch bpxes-S - 

Switches, electric-S 

Synchrmiizers, camera-S 

Syringes -S 
*Syrup-S* 

Table protectors -S 

Table tennis balls-S, 

Table tennis rackets-S 

TableCloths-S * 
1 Table ware -S 

Tables -E 

Tables, computing^? 

Tablets, rftedicmal-S 

Tablets, writing-S 

Tabs, index-S . 

Tabulating machines-E 

Tack hammers-S 

Tackling dummies, football S 

Tacks -5 
. ^ Tags-S 

Talcum ppwder-S 

Tanks, bulk stoxage-E 
, Tape— S / 

Tape measures-S ■ 

Tapes, measuring-S 

Taps-S - 
^ Tar roofing and siding- S 

Targets, arqhery-S 

Team uniforms-- S l 
- Telephone systems^-SS 

Television cameras-E 

Television sets-E 
• Television tubes-S 

Tennis balls-S 

Tennis.oourt nets, cord-S 

Tennis court nets, steel-E 



Tennis rackets-S 

Tents, wall-E 

Tents, shelter-- S ) 

Terminals, battery-S 

Test tube bfushes-S 

Test tube racks-S 

Test tubes-S 

Tests, achievement-S 

Textbooks-S ' 

Theatrical costumes-S 

Theodolites and tripods~E 

Thermographs-E 

Thermometers-S • 

Thermosfats-S 

Thimbles-S 

Thinners-S 

Threads-S 

Throat applicators-S 

Thumb tacks-S 

Tickets-S 

Tile, drain-S 

Time clocks, watchmens-E 

Timers, large-E 

Timers, small-S 

Tin cans-S / 

Tin cutters-S 

Tinware-S 

Tire chains -5 

Tires and tubes-S 

Tissues, cleansing-S 

Toasters, electric-E 

Toggle bolts-S 

Toilet paper-S 

Tokens~S 

Tongs-S - 

Tongue depressors-S 

Tool sets, hand-E 

Tools, hand, not in sets-S 

Tools, power-E 

Topsoil-I > 

Tow bars-S 

Towels- S 

Toys, large- E 

Toys, small -S 

Tracing cloth-S 

Tracing paper-S 

Tractors- E 

Traramels-S 

iVampolines-E 



Transformers, laboratory -S 
Transit, engineers-E 
Transmissions, irit'e^al parts 

of larger units-S 
Transmissions, not integral 

parts of larger uruts-E 
Transmitters-E * ' 

Trays-S 
Trees -I 

Trees, hall-E % » 1 

* Triangles, drafting-S' 

Trimmers, h$dge, hand-S 
. Trimmers, hedge, power-E 
s> Tripods— E 

Trophies-S 

Trow els -S / m 

, Truck chassis -E 

Trucks, hand -E 

Trucks, motor-E 

Tubes,*inner-S m 
' Tubes; radio-S 

Tubes, television -S 

Tubing Aterials S 
< Tumbled glass-S, 

Tunipg forks-S 

Turwrete, models, wir\d-E 

Turf-I ' 

Turpentine -S 

Tweezers-S 
t Twine— S 

Type cases-E 
\ Type casting machines-E 

Type cleaner-S 

Type liners-S 

Type, matrix-S 

Type, printing-S 

Tyo^writer bryshes-S 

Typewriter covers-S 

Typewriter desks-E 

Typewriter ribbons-S 
* Typewriters-E 

Umbrella stands-E 

Unguents-S 

Uniforms-S 

Upholstering materials-S 
Urns, coffee -E * 
Urns, flower-S 
Utensils-S 
Vacuum bottles-S 
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Vacuum cleaners-E 
Vacuum tube voltmeters-E 
Valve parts-S 
Valves, large,' automatic -E 
Valves, small -S ' 
Vaporizers, eleptric-S 
Varnish driers-S 
Varnish r£movers-S 
Varnish es-S 
Vases-S 

Vaulting poles-S . 

Vegetables-S 

Vending machines-E 
r Ventilating systems- SS 
^Vessels, large ~E 

Vessels, small -S 

Vibrographs - E 
Wideo cameras-E ' 

Video recorders- E 

Video tapes-S 

Vines-S 

Vises, bench-E 

Vises, small hand-S 

Vision charts-S f 

Volleyball nets^-S 

Volleyballs-S 

Voltmeters-E - 

Wagons -E 

Wall brushes ~S 

Wallboard-S * 

Wallpaper- S \ 
' Walls, retaining -I 

Washbasins-S 
-Washcloths- S 

Washers and/or dryers-E 

Washers, rubber and leather S 



Washers and dryers, photo- 

graflhic-E 
Washing machines-E 
Washing powdei?-S 
Washtubs-S 
Waste, machinists-S 
Wastebaskets-S, , 
Watch crystals -S 
Watches, stop-S v « 

Watchmens time clocks-E 
Water coolers-E 
Water, distilled— S 
Water glasses-S 

Water meters, laboratory type.-E 
Water softeners-S 
Water systems-SS 
Watercolor brushes-S 
Wattmeters, laboratory 

type-E 
Wavemeters and wave 

analyzers -E 
Wax crayons-S 
Waxes, Hquid-S 
Wax^ ; paste-S 
Waxes, sealing-S^ 
Waxing machmes-B 
Weaving machines-E 
Weighing scales, beam-E 
Weighing spates, small 
* spnng-S 
Weights -S 

Welding apparatys-E 
Welding rods- S 
Wheel straightening 

apparatus- E 
Wheelbarrows- E 



Wlieels, auJomoBife-S 
Wheels, emery-S 
Wheels, pottery-E » 
Whetstones-S 

Whiskbrooms-Sf ^ 
Whistles-S 
Window glass—S 
• Window screens-S 
Window shades-S. 
Window-working safety belts— S 
Wipers-S 0 
Wire-S ^ 
Wood"' fillers -S ' 
Wood, plastic- S 
Wood preservatives-S 
Wood stains— S 
Wool-S 
Wool, glass-S 
Wool, steel-S 

> 

Work benches-E • * \ 

Work tablQs v -E- * ( 

-Wrapping paper-S 

Wrenches, in sets-E 

Wrenches, not in $ets-S 

Wringers, cloth'-S 

Wringers, mop, large,-E 

Wringers, mop, small-S 

Writers, check-E 

Writing-*paper-S 

X-ray machines-E' 

Yard benches-E 

Yard brooms 

Yardsticks»-S 

Yarn-S ' 

Zinc-S 



4. 



$ is 
ERIC 



103 



( 



r . 



Part V 



Stores System Procedures, Controls, and Accounting 



A central stores system enables a school district 
. to take advantage of the economies .of quantity 
buying and to fill requisitions for standard supplies 
promptly. However, ho set rules can be established 
to determine when it would *beto the best interest 
„ of a school district to adopt a stores system. 
Availability of material, facilities for storing and 
delivering* merchandise, and the size and number of 
plants in a school district all x must be taken into 
consideration. Costs of receiving, storing, and 
• delivering stock items, as well as costs of stock 
control, shoukf be included in the total cost of a 
store? system fas compared to the cost oT^lire^ct 
purchasing) in* deciding on the desirability V^Athe 
stores system. 

Optional Methods of Financing, 
t Accounting, and Controlling 

Either of two accounting methods may be u$pd. 
Stores Account Method ! 

The establishment and maintenance* of a stores 
system by the use of a Stores account carriitf 
within the General Fund is a long-established prac- 
tice. Stores accounts may also be maintained 
' wjthin other funds. 

Revolving Fund Method 

Education Code sections 42830^42834 autho- 
rize and prescribe procedures for the establishment 
of a revolving warehouse stock fund fdr school 
districts. Permission -is also given for two or more 
districts to establish a common revolving funcl for 
this purpose. The amount of the revolving fund 
shall not exceed an amount from the General Fund 
of the district or district^ equal to the average daily 
attendance of the district or districts for the next 
preceding year multiplied by fifteen dollars , 
($15.00) plus such amounts as the governing board 



or governing boards may appropriate from other 
funds of the district or districts, as outlined in 
Education Code' sections 42830-42834. 

Types of Supplies in a Stotes System ' * 

Items purchased for a stores system should be 
those that are used in sufficient quantity to justify 
the cost of establishing them as stock it?ftis. Initial 
purchase of a new item should be conservative as 
to quantity to test its turnover, thereby establish- 
ing a basis for determining the quality needed. 
i Committees composed of users of the various items 
can be helpful in determining standard items <o be 
warehoused and' in encouraging their use. The 
types of items most frequently stocked are included 
in the list that follow? 

Instructional supplies, including paper, pencils, 
chalk, paste, art supplies, and the like 

Office supplies, including typewriter ribbons, 
duplicating supplies, desk files, and the like 

Custodial supplies < 

Maintenance supplies, including lumber, small 
tools,, electrical supplies, paints, sandpaper, 
and the like 

NOTE Many of these items are frequently requisitioned for ase 
in the school shops Sometimes it is necessary to carry more than 
one quaLty of supply for this purpose 

food and related supplies ' ^ 
Printed forms - 

Equipment (When it is known, that items such as 
/ typewriters, scrubbing machines, and the like 
will be needed in the near future, it is 
' sorrtetimes economical to purchase this equip- 
ment in quantity. Tt is not recommended that 
equipment itefns such as these be maintained" 
on a minimum-maximum basts as are items of 
supply.) " • 
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Essentials of a Stores System 

The essential features to be provided, in connec- 
tion with the establishment and operation of -a 
stores system are presented in this section. 

Devices for Control gf Purchases A 

Provision for numbering, cataloging.' and stan- 
dardizing ^tock items Printed catalogs that list all 
items by stoclc number, unit of issue, description, 
and unit cost should be available to all who will 
requisition them from, the warrehouse. The catalog 
should preferably be loose-leaf .to allow for replac- 
ing pages in the event of substitutions, additions, 
or deletions. 

Provision for the addition or deletion of stock 
items A 'special form may be used to notify all 
departments concerned of the necessary informa- 
tion regarding the action taken. 

Provision for minimizing losses because of obso- 
lescence Special committees can be helpful in 
giving information in advance on planned changes 
in curriculum which will affect the use of supplies 
already stocked. If it is known that a change is 
planned, supplies to be discontinued can be 
allowed to run out without reordering when the 
stock drops to the minimum. 

Control of maximum and minimum stock bal- 
ances Care should be exercised in the setting of 
maximum and minimum quantities. Continual 
study of stock activity and periodic readjustment 
of the limits set are required^ because of such 
conditions as growth, grade levels of users, changes 
in curriculum, changes of personnel placing requisi- 
tions, -storage capacity, and the like. Some items 
will deteriorate wheji stored too long; this factor 
should be considered wh^n placing orders. Very 
small, inexpensive'- items should, be ordered in 
adequate supply for anticipated need; more expen- 
sive items should be ordered according to conser- 
vative estimates of need. 
% 

Records of Perpetual Inventory 

Individual cards or records that contain the 
following information should be kept Tor each item 
stocked: 

1. Identifying stock number 

2. Specification of unit of issue 

3. Description of item 



4. Unit price 

5. Posting references: date, document number, 
and the like 

6. Receipts in terms of stock units 

7. Issues in terms of stock units 

8. Balances on hand in terms of stock units 

NOTE The following additional information on the stock 
records may be desirable:* (1) minimum and maximum 
quantities to be stocked;^2) reference -to vendors from 
whom stock is purchased, (3) memoranda of orders placed. 
(4) memoranda of unfilled requisitions. (5) reference to 
warehouse location of item if the identifying stock nirmber 
cannot be used for this purpose, and (6) provision for values 
of receipts, issues, and balances on hand 

Verification by Physfcal Inventory 

Provisions should be made for at least a^ annual 
count of all items stocked. This can be done on a 
cyclical basis with a portion of the total stock 
inventoried each period. This count should be 
made by persons other than warehouse personnel. 
In the event warehouse personnel are used to take 
the. count, f the record should be s^t-checked by 
persons othef than those responsible for stock. A 
common practice* is for the firm performing the 
school audit to make the spot checks. 

Security Control and System of internal Checks 

In* planning the stores systepi, provisions should 
be made for adequate security of stock and a 

, system of internal checks. Buildings used for 
warehouse storage should be as fireproof^ pos- 
sible and should have adequate locks. Only speci- 
fied personnel should be allowed to issue stock, 
preferably, the stock records should be maintained 
in an office other than the warehouse (stock 

"-records axe commonly maintained4ft4li^_^ccount- 
ing or purchasing offices). At inventory time or 
other periodic checkup time, any difference 
between the book record and actual quantity 
count should be investigated and necessary adjust- 
ments made. 

Planned Procedures for Receiving and Issuing 

1. Items to be stocked should be purchased by 
means of an 6fficial district purchase order 
issued in compliance with the Education 
Code $nd the district's policies covering 
bidding and purchasing. An "on order" nota- 
tion may be made on the individual stock 
, control records at this point. On receipt of 
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. merchandise, the items should be counted 

/.^J and inspected for condition and compliance 

• with specifications. The signed receiving copy 
of the purchase order or t other receiving 
document authorizes payment to the vendor, 
and charge of the cost of the merchandise to 
the Stores account. Either the receiving 
document or the payment warrant may be 
used as the basis for entering receipt of stock 
by quantity and value on the stock control 
records affected by the purchase. 

2. Stores should be issued only upon the 
authority of* a pnoperly approved, prenunj- 
bered requisition, wluch should give the 
following information 

m - Source and date of requisition 

Delivery instructions * 
Account or accounts to be'charged 
Provision for approvals aS to budget, items 

allowed, quantities, *and the like 
Provision far posting reference 
For each item, quantity ordered, unit, 
f stock i\umber, description, unit price, 
total amount, and on each requisition, 
t columns for noting substitutions, back 

orders, jind the like 

Provision for evidence of receipt and date 
( of delivery. A multiple copy snap-out 
' form is codujionly used for warehouse 
issues, wiffc copies of each transaction . 
going to tte requisitioned the ware- 
* % houseman, and the recording office. 

Posting is done 'from this document to 
the stock control records. 

NOTF The term requisition as used here should be 
understood to include^ requisitions, billings, stores in- 
voices, or similar documents Tor use by certain districts 
that find it desirable to use additional documents 
between the time of preparation of' the requisition for 
the materials and the actual delivery of these materials to 
the school or department requesting them. 

Lines of Authority and Responsibility 
of Personnel 

Lines of authority and responsibility Should 
follow a logical plan and be clear-cut%nd definite. 

NOTE In planning the establishment of a stores system, 
consideration should bt given to the location of the warehouse 
or warehouses and to the transmittal of documents between the 



warehouse and th£ accounting office The space requirements, 
physical requirements for proper storage, and arrangement of 
stock v items should -be determined in advance Stored iten 
should be. arranged when possible in an order corresponding 
their order^n sundari supply lists 



Accounting for a Stores System 

Accounting for a stores system 1 may be done by 
employing (1) the stores account method; or (2) 
the revolving fund method. 

Stores Account Method 

The stores account method provides for the 
establishment of a Stores account within the 
General Fund, Stores accounts may also be estab- 
lished within other funds of the district. Payments 
for the purchase of stores are not classified as 
expenditures: these payments consti^ite an increase 
of the asset account, Stores, equ^- to the 
reduction in anothei asset account. Cash in County 
Treasury. The issuance of stores should be re- 
corded as a reduction of the asset account, Stores, 
and as a charge to the appropriate expenditure 
account for which the stores' were issued. Such 
accounting may be continuous, or summaries of 
stores issuance may be made periodically, prefer- 
ably at least monthly, and the total credited to the 
Stores asset account. Charges to the various expen- 
diture accounts for which the stores were issued 
would be made at tliis time in summary. To the 
extent that the county superintendent of schools 
maintains corresponding records, summaries of the 
issuance of stores should be, reported to the county 
superintendent of schools periodically. The remain- 
der of the Stores acfcdu^t should represent the 
inventory value of merchandise in the warehouse. 

When goods are purchased for stores without the 
use of <a revolving fund, budget control of expen- 
ditures' occurs at the time <?f issuance of such 
merchandise and not at the time of purchase. 
'Uncontrolled purchasing may result in an unneces- 
sary and excessive investment in stores and a 
serious depletion of cash needed for other budget 
purposes. The establishment of the Stores account 
should follow, not precede, the budgetary authori- 
zation, which is made by entry of the intended' 
amount in the budget under Ending Balance. Once 
established, the actual balance of the Stores 
account should appear in the budget un^r Begin- 
ning Balance; and the. same amount, or a deliber- 
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ately chosen larger or smaller amount, should be 
entered under Ending Balance. Procedures for the 
cofitrol of purchases should be established so that, - 
'considering existing inventory and carefully pre- 
pared estimated distributions, an ending inventory 
will ifot exceed the investment in stores as indi- * 
carted in the budget. 

Revolving Fund Method m 

A revQlving fund is a separate fund established in 
accordance with Education Code sections 42830- 
42834 Payments for* purchases of Stores are 
made by warrants drav^n on the Revolving 
Fund for Warehouse* Stock. The school district 
buys merchandise from the fund and makes pay- 
ments by warrants drawn payable to the Revolving 
Fund for Warehouse Stock. The county treasury is 
the depository for cash. This revolving -fund plan 
provides a semiautomatic control of the amount 
invested ill stores. ^ 

Accounts foj the Revolving Fund for Warehouse 
Stock include C^sh in County Treasury, Accounts 
Receivable,, Stores, Current Liabilities, and Reserve 
for Working Capital. These accounts are sejjf 
balancing because the initial value of the fund ' 
remains constant unless changed, by board action. 
The balances in the accounts always reflect a Sfxed* 
amount, whether it be in stock or casli or a 
combination of both, including receivables and 
liabilities. The same fixed amount shall be recorded 
at yeair-end on official budget forms and reports ■ 
* under the Scores account j& a part of Beginning 
Balance and Ending Balance. 

Typical Costs of Receiving, Warehousing, t 
and Distribution in Connection with 
a Central Stores System 

Costs of receiving, warehousing, and dfstributing 
stores items, in addition to the cost of merchan- 
dise, should be charged to the Stores, account. 
These overhead' expenses should ultimately be 
charged to the several expenditure accounts to 
which merchandise costs are charged in proportion ' 
to the costs of the merchandise. The procedure 
used is not important if the results are equitable. 
Use oT one or more subsidiary expense accounts is 
common practice. ^ 

One method is to add an estimated overhead 
charge ^o merchandise unit prices, adjusting it as 



needed from time to time. This method provides a* 
total unit charge for each, item aiid avoids the' 
possibility of delayed overhead charge^ to appro- 
priations that have become exhausted. 

Another method is to distribute estimated over- 
head charges to expenditure ^ accounts on an 
encumbrance basis at the beginning of a fiscal year. 
Such charges are to be determined on ttie basis of 
anticipated stores issues,to the several expenditure 
accounts. At the close of the year, or periodicatty, 
^he encumbrances may be liquidated and the actual 
overhead expense charged. 

Whatever method is used, ft overhead charges 
should be cleared at the end of each fiscal year sq 
that the Stores account will represent only the 
value of the inventory of material on hand. 

Charges and credits to the Stores account and 
subaccounts should include the costs of receiving, 
storing, and delivering in addition to the direct 
merchandise costs (cost of item, sales tax, postage, 
freight, cartage, and other delivery charges to the 
warehouse), as follows \ 

1 . Salaries of personnel (storekeeper and others) 
directly related to the warehouse 

2. Supplies used in connection with receiving 
and warehouse recordkeeping. 

3. *Rent of space, facilities, and equipment 

4. Utilities 

5. Direct expense of trucking 
* a. Gas and oil ' 

b. Grease 

c. Repair^ 

d. Tires and tubes 

e. Accessories % 
fj Other expenses 

NO 1 1 When trucks arc used tor several purposes other 
than the delivery ol stores" such costs may be distributed by , 
job.tost accounting or by any other equitable method 

6. Adjustments to Stbres account 
Periodically, or at the end of the* fiscaTyear, 
it may be necessary to adjust the Stores 
account, after proper administrative review 
and approval, for reasons and in the manner 
described below. * 

a. Discrepancies between the quantity, of 
items as shown on the individual sjock 
records and the actual physical count of 
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merchandise in the warehouse may resqlt 
, from errors in stock issues or in the 
m ain t enance of perpetual inventory 
records. Such discrepancies must be 
adjusted on the individual stock records 
and will result in a debit (increase) or 
credit (decrease) tq the value of the Stores 
account. 

b. Differences also may, occur between the 
v balance of the Stores account and the 
value of merchandise on hand, as Shown 
r x on the individual^stores records, resulting 
from the method of unit pricing em- 
ployed. Adjustments ^for this reason will 
result in a debit (increase) Jbr credit 



(decrease) to the value of the Stores 
account, ^ 

. Periodically, stock must be removed from 
the warehouse because of deterioration, 
obsolescence, and the like. Either the- 
regular warehouse requisition or a special 
form may be used. This form should be 
approved by someone with authority to 
authorize the disposition of such 'merchan- 
dise. Value Qf the stock removed should 
be charged to a subaccount under Stores, 
to be included in other costs of overhead 
for future distribution * to expenditure 
accounts. Individual stock recdrds should" 
be adjusted to reflect these issues. 
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Port VI 

General qnd Subsidiary 
5 Ledger Accounting - 

The inclusion of general ledger accounting in this manual is not to be construed requirement 
that such accounting be employed by school" districts or that other accounting ntethodS and 
procedures now in force be modified. It is, however, recommended ^jiat general ledger accounting 
be used. Such a system will provide the data and controls needed for efficient administration /The 
procedures recomfiierfded are full/ in harmony with the law andjhe requirements of the California 
State DepartmenUfrEducation. jvith respect to budgeting, accounting, and reporting. 

ThiM*e^i™mi of general ledger accounting was prepared especially for accounting by school 
tstncts; but with the exception bfa few portion^ it is applicable to the accounting 6f fno^t county 
school funds.. ^ 

1 • 
Definitic>n of General Ledger Accounting 

A general ledger is a basic group jqf accounts irnVhich are recorded in summary or in detail all 

transactions of a func^Each fuftd should have its own records, including a self-balaftcing general* 

pledger .and subsidiary ledgers as needed, regardless of how smafl or brief such ledaersgjay be. This 

should rfot be construed as necessitating separate bindejs'for looseleaf ledger pages ocJ^Erate trays , 

for machine-posted ledger sheets; the**physical separation achieved by division leaves or guides is 

sufficient if the self-balancing principle is maintained for each portion. 

, . . y * 

% general and Subsidiary Ledters 

* Ledgers are comprised of accounts. An account is a device,\isually a separate page, Sheet, or card 
for the accumulation of debit and credit postings and the determination of the excess of debits or 
credits, Known a*. the debit accredit balance, respectively. Accounts usually provide for the 
columnar showing o'f date and posting reference and often tfor some description of each p^|ng. 
Accounts Usually have separate columns for debits, credits, and balances.. 

All accounts may be carried in a single ledger. Proof of the accuracy, completeness, and balanced 
condition of accounting can be achieved by trial ba>nee; which should i>e takeft frequently -at least 
monthly. Other means of verifying accourrt4ratances should be utilized regularly. For example, the 
balance of the account, Cash inJSotffity Treasury, should be reconciled with the .records of the 
county superintendentj^scHobls or of the county auditor on a regular, periodic basis. tThe county 
" treasurer's re^^rdTlionnally show a larger balance, the difference representing warrantsuiot yet 
honprfed^byTiim.) The account, Revolving Cash Fund, can be verified by making a count of cash and 
^receipts for disbursements. Other accounts are susceptible to proofs of various kinds. These checks 
or proofs should be Employed regular^, * . 

Most of the accounts named here are likely to be needed by most school districts. However, 
certain accounts may be found to be of little use to some small school districts. On the other hand, 
there are specific divisions of certain accounts 'that will be found useful in the large city school 
districts. As an example, large districts employ workmen for maintenance* alteration, and minor 
construction work. Proper accounting of labor and material for job accounts and work ordei^ each 
fiscal year'requires the use of a Work in Process account or similarly named account, tl^ accounting 
for which Should be on the encumbrance basis, ' - 
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If the accounts'in a ledger become too numerous, it' is morfe difficult to apply the trial balance 
proof. Accounts of a similar nature are removed to a subsidiary ledger with substitution of a single 
^controlling account in the General Ledger. Only two subsidiary ledgers with controlling accounts 
are explained in detail in 'this manual. Other examples of controlling accounts for which subsidiary 
, ^J&dgers (or supporting detail of a cortipqjable^ nature) should be maintained include the following: 
Accounts Receivable. Investments, Stores, Prepaid Expense, Fixed AsWts (four kinds.of property), 
, Current Liabilities', and Reserve for Encumbrances. . 

Accounts pertaining, to income may be maintained in the General Ledger. Analysis by source 
should parallel generally the pattern of the school distriot budget form, which is furnished by the 
Department of Education fb\ use in. California public schools, using -an account for each source. A 
subsidiary ledger is often fpund desirable v Each account should J&rjfbin two parts -actually ftwo 
accounts. The first jjart. requiring a small portion of the form, should be employed for estimated 
income only. The second part, occupying tlje larger portion of the form, should be employed for 
actual income only. The amount by wtiich estimated income balance (debit) exceeds the actual 
income balance (accumulated, credits for the year to date) represents unrealized income, that is, the 
anticipate^! amount for the remainder of the fiscal ^ear. Actual income in excess of estimated 
incqfne signifies an imderestimate. Information accumulated in the income ledger accounts' ^Ttd yi 
reports prepared from these accounts is of vital importance in administration. It deserves close 
attention month by month and year" by year. The two portions of the several* income ledger 
accounts are controlled by General Ledger acc$untv-fetimated Income and Income. 

Recounts pertaining to appropriations and expenditures may -be maintained in the General 
Ledger - only. However, the required classes of expenditure, without consideration of the 
recommended subordinate glasses, are sufficiently numerous to justify the establishment of a 
subsidiary ledger.,Furthermore, the statutory requirement for appropriation control qf expenditure 
is facihtated^by use of 'a speiial term which is not suitable/fqr Generat Ledger accounts. This 
subsidiary ledger is usually called an Appropriation Ledger. Its' accounts, as in the case of the 
Income Ledger, contain a minimufh of^o parts, a small portion for appropriation (credit) and a 
larger portion for expenditures (debrt). Expenditures are limited by a|)propriati«>ns#by law with 

• respect to the major classes of expenditure, and by standafd practice with respect to subordinate 
classes. - , 

Expenditures. ar£ classified in two ways within the subsidiary ledger: in detail by program and m 
^summary by object of expenditure. For example, instructional supplies would be postejltb each 
using program, then subt^led to the' object account for ctfrHroJ. The total of all offrfe object^ 

* accounts (or thus the detai» programs) w©uld support the subsidiary entry in the Gfteral Ledger. * 

Evefy proposed expenditure sjiould be compared with the unencumbered balance (appropriation 
minus expenditures and ^rf^ltfanc^s) °f tlie proper account to determine whether the balance is 
adequate. Expenditures irn Hrot only those items -for which payments have been made but also 
f ythose that have become cunmijiabifyies. Regardless of the exact plan of accounting, there often 

- /are appreciable delays between the time that*goods or services are received and the time that the 
expenditure posting is made. Furthermore, the interval between authorization and consummation 
of an expenditure may be* even greater, ^or these reasons, recognition -must be givefi to all 
outstanding commitments against each 4 appropriation account when considering expenditures. Triis 
is accomplished fairly easily and satisfactorily b^ informal methods in relatively small districts. In 
large school districts, the encumbrance accounting method is generally used so that each proposed 
expenditure is compared with the unencumbered balance (appropriation minus expenditures and 
, encumbrances.) The Appropriation Ledger accoijnts are "controlled by General Ledger accoi^t^ 
designated as Appropriations, Expenditures, and Encumbrances, respectively. 

% Transfers for tuition and the like are not classed as expenditures in the strict meaning of the 
'term, however, transfers should be accounted for-in the Appropriation Ledger. Appropriation for 
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Contingencies is an appropriation that should be carried in the Appropriation Ledger although no 
expenditures should ever be charged to that category. General Reserve should be a General Ledger 
accountonly. Stores is a General Ledger account. % 

Appropriation control is not necessarily maintained fbr all of the subordinate accounts for which 
expenditure analysis is desired. 

'It should be recognized that the accounting of income and of expenditures, as currently practiced 
in most districts, k on a cash basis during most of eacli fiscal year. At the close of each fiscal year, 
modification of a castr record is required by th/entry-of current liabilities which represent 
expenditures incurred during the fiscal year. Sinnlarly, at the end of the year, entry of accounts 
receivable, wliich represent income accrued during the fiscal year, is required. It should be noted 
that not all income that -lias theoretically accrued is required to be entered as receivable. For 
example, taxes levied but uncollected are not required to be set up as receivable for the preparation 
of state reports. Since ^ considerable part of the accounting is very nearly on a cash basis and since 
the year-end modifications do not constitute the full accrual of certain income, the term mddijied 
tash basis may be employed as descriptive. of school accounting practices*is currently authorized. 

Standard commercial forms including those for both general and subsidiary ledgers as we^l as 
specialized forms such as those for the Appropriation Ledger aFe suitable in many casts for either 
manually or machine-posted accounts. 

Genera! Ledger Accounts 

' All General Ledger accounts commonly required for public schooLaccounting are listed here in the 
following Chart of Accounts. While all of these accounts are pertinent to the General Fund, they 
*dho may be applicable to the several other funds whiih a district may maintain. Brief explanations 
concerning the use of the accounts are giyen in each case, and in some c^ses comments regarding the 
significance of debit or credit balances of such accounts are also included: * 

; Cerrain accounts, such as Revolving Cash Fund, Cash Collections Awaiting Deposit, Investments, 
Accounts Receivable, Stores, and Prepaid Expenses, anj/provided especially for use by large school 
districts andTnay be omitted by small districts if they are not needed 

Chart of Accounts 

*%ormal 

Assets balance 

9*110 Cash in County Treasury , . Dr 

9120 Cash in Bank(s) (Education Code sections 35314, 52613, 52704, or 39892 only) Dr 

91 30 Revolving Cash Fund (Education Code sections 42800- 42806, 4281 0, , 

42820, and 42821 ) . . ... Dr 

9140 Cash Collections Awaking Deposit (Education Code sections41001-41G21 ) Dr 

9150 Investments at Cost (Education Code Section 410 1 5) . Dr 

9160 Accounts Receivable Dr 

9170 Due from Other Funds Dr 

9210 • Stores . ' . *S " V" Dr 

9220 Prepaid Expenses . . . ^ Dr 

9300 Other Current Assets l. < Dr 

9310 Assets Frozen . *\t: " Dr 

9400 Fixed Assets . .... Dr 

Liabilities - 

9510 | Accounts Payable (Curreru Liabilities) ... Cr 

9520 Due to Other Funds \ \ Cr 

9530 Temporary Loans ..... Cr 

9540 Deferred Income . . m . Cr 
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Reserves / ^ 4 * 

9610 Reserve for WQrking Capital . • / Cr 

9620* Reserve for Encumbrances Cr 

9630 • General Reserve - . Cr 

9690 Investment in Fixed Assets Cr 

( v 
Fund hatandes c 9 

9710 UQapprpj^gtjwJ fund Balance ^ - • • • Cr 



Budget^ §nd control Accounts < 

9810. tstimatedMrM&m^L^ *\ ? . ' ' ' 1 ° f 

9620 Appropnajtfons '^T^.* Cr 

9830 Encumbrance? • ' , • • ^r 

9640 income . . £ . * . . Cr 

9850 Expenditure^ \^Sttkk Dr 

Nonoperatmg accouqg # 

9910 Suspense Clearing * Dr Cr 

Definitions of, and explanatory notes about, the accounts listed in the Chart of Accounts follow 
9000 Assets, Liabilities and Fund Balances 

9100 Cash. Investments, and Receivables 4 f 

91 10 Cash in County Treasury Beginning cash balance, plus all monies deposited in 
th,e county treasury less disbursements. ^Included herein are all amounts added 
. or deducted at the county level. 

9120 Cash )n Bankis) (Applicable to' General Fund and/or other funds) Indicated 
balances in- separate bank accounts for Adult Education Incidental Scholar- 
ships affd Loan.s, School Faijn accounts, and Cafeteria accounts if maintained 
try the districMfcducation Code sections,353 1 4, 5261 3, « 2704, and 39892) 

9130 Revolting Cash Fund (1) A recording of the establishment and maintenance 
of a^casft fund for the use of the chief accounting officer of other designated 
official of the district in accordance with Education Code sections 
42800-42806, 42810, 42820, and 42821. This fund is similar in use and 
control to accounts known/as Petty Cash. Once this fund is established, it 
should be carried'indefinitely in the General ^tG&x and shown in all balance 
sheets and budgets until abolished. The amount recorded will vary only 
through increase or decrease in the total amount approved for the fund. It 
shQukP be noted that the Revolving Cash Fund i^a reservation of cash within 
art Already .established school fund^and is ript to be considered or accounted 
for as a separate fund or entity. (2) A sum of money, either in the form of 
currency or a special bank account, set aside for the purpose of making change 
or immediate payments of small amounts. The invoices for these payments are 
accumulated and the fund is reimbursed from district funds, thus maintaining 
tjie fund at the predetermined amount. / 
* 9140^ Cash Collections Awaiting Deposit Receipts not yet deposited in the county 
treasury. This account also includes any morfies in bank clearing accounts 
awaiting deposit in the county treasury (Education Code Section 41017). 

9150 Investments. Secuijities* issued by the United States Government in which 
money is invested. Investments are to be carried on books at cost (Education 
• Code Section 41015). 
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9160 Accounts Receivable, Aifiounts due from private persons, firms, corporations, 
te * • or governmental agencies. Accounts receivable shall be limited to auciitable 
amounts (usually bayd upon contractual agreements), to amounts billed but 
not' received, and apon provisions of law, to'fmounts which were earned by 
thfe close of the fiscal year and which might have been received and deposited * 
in J he county treasury by that date except for the lack of time; for settlemerrt. 

9170 DuefrowOther Funds Amounts due from other funds of the district. 1 

9200 Stores, Inventories, and Prepaid Expenses 

9210 Store} Amounts of materials, supplies", and possibly certain equipment k'ept in 
# . a v central warehouse and not yet Charged to expenditures (see Part V of this 
manual). 

' - / 

9220 Prepaid Expenses Amounts of payments made in advance of the receipt and 

utilization of services. Prepaid insurance premiums are illustrative. That 

portion of the premium paid in advance for coverage beyond the current fiscal 

year is charged to Prepaid Expense?. Adjustments to this account" in the 

succeeding fiscal years apportion the premium over the period covered. 

9300 Other Current -Assets Assets that .arS available or can be made readijV* available to X 
me»t the costpf operations or to pay current liabilities. 

9310 Assets frozen Funds ^.withheld until certain legal requirements are met (e.g., 
funds withheld under provisions 6f Education Code Section 41372) 

9400 Fixed Assets f Asseteof a permarrcfit character having continuing value (eg., land, 
buildings, .machinery, furniture, and other equipment). The term capital assets is 
sometimes used in the same sense, but fixed assets is preferred. 

- 9410 Land " 

9420 Improvement of Sites 

9430 Buildings^ , 1 • 

9440 Equipment t ' 

(Refer^to Object classification 6000\ for definitions of the above four 
accounts.) - 

9450 Work in Progress An asset representing the value oftpartially completed work. 

9500 Liabilhief Legal obligations, exclusive of'encumbrances, that are unpaid. 

■ 95 10 Accounts Payable (Current Liabilities) Amounts due to private persons, firms, 
corporations, or governmental agencies for services rendered and ggods 
received on or before the close .of the fiscal year 'Do not include 
"encumbrance's" represented by purchase orders or contracts, or portions 
thereof, for Services or goods to be furnished after the close of the fiscal year. 
Incjude salaries earned but not paid until after June 30, amounts owed to 
other school districts- for tuition payments^tkat portion of coftstruction 
• * contracts represented by work done to the close oXthe fiscal period, invoices 
• • for materials or equipment received prior to June 30, and so forth. 

952Q Due to Other Funds Amabnts due to Qther funds withi/i the district. 

9530. Temporary J^oans Short-term obligations representing amounts borrowed for 

• % 'short periods of time and usually evidenced by notes payable. They may be 

unsecured or secud($i by specific revenues to be* collected, suqh as tax 
, ,* , 
V anticipation notes. 
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9540 Deferred Income A liability account fojr monies received, unearned at a given 
date &k included, as earned, in incotne in subsequent floods. 

9600 Reserves • * - . ' 

9610 Resen-e for Working Capital aJ account set up to reflect the y^Iue of 
working capital accounts such as Stores, PrepaM Expenses, and Revolving Cash 

} Fund. At tne beginning of the fiscal year, th^is accopnt'is credited withjiw 

same amounts set up asr debits to the.preyiously described ass^et account! At 
the close of the year, it is adjusted to reflect* the net increase or decrease 
during the year in these amounts. • > 

9620 Reserve for' Encumbrances A reserve set uf> out of appropriations. Th£ 

encumbrance procedure may be either a memorandum or a-formal procedure. ' 
Under the memorandum procedure, only one account, Reserve for 
Encumbrances, is required. Duong the year this account is a reserve set up ou\ 
of appropriations. At year-end the outstanding orders may be recorded as a 
* reservation of surplus. Under the T-mn 1 proeedttre n fisr o n i l^ iTniiiit, 
\ Encumbrances, is needed. The encumbrance is an offset to the appropnaHoT 

account and may be closed against the account at year-end. 

9630 General Resene An account in which the budgeted reserve is recorded, * 
necessary so that cash may be made available during that period of the fiscal 
year when taxes and state funds have not yet become available. 

9690 .Investment in Fixed Arscts The book value of fixed assets. 
9700 Fund Balance The d!ffer£TT»e between assets and liabilities. ✓ 

9710 Unappropriated Fund Balance That portion of a fund balance that is not 
segregated for specific purposes. All assets and estimated income available for 
f appropriation are credited to k this account. General Reserve, budgeted 
appropriations, and other obligations are debited. The net value of the account 
represents the unappropriated fund balance. 

9800 Budgetary and Control Amounts 

9810 Estimated Income income estimated to accrue during a given period 
whether it is all. collected during that period or not. This account will be a 
^ ^ separate control account in the General Ledger and will include all income 
estimated to accrue during the current fiscal year. * 

9820 Appropriations Authorization granted by the Board to make expenditures and 
to incur obligations for specific purposes and amounts within a given period: 
This account represents the total of ^authorizations and is used as a control 
account in the General Ledger ^/ 

Details are recorded in the subsidjary~Appropriations Ledger, as encumbrances 
'and expenditures are made, they are 'charged against appropriations in the 
Subsidiary Approprjations Ledger, leaving as a balance the amount that Jnay 
still t>e encumbered an(i expended. , , 

> A portion of the current fiscal year's appropriation that is not appropriated for 

any specific purpose but is held subject to intrabudget transfer may be 
recorded in an account titled Appropriation for Contingencies. This subsidiary 
account will be closed at year-end in the same manner a$ *all other 
appropriation accounts. This appropriation is used only for 1 emergency 
transactions that were not anticipated in tbe original budget process. 
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9830 Encumbrances Obligations in the form of purchase orders, contracts, salaries, 
( or other 'commitments that are chargeable to an appropriation and for which a 

P art of th§ appropriation is reserved. Encumbrances are liquidated when the „ 
. obligation is paid or when the actual liability is set -up. This control account * 

represents the total amount of the appropriations that has "been earmarked for 
* expenditure for specified purposes. 

* ' Details of encumbrances by classification or account are recorded in the same 

subsidiary Appropriation Ledger in which expenditures are recorded. 
» 9840 Income Additions to cash or other current assets that do not reduce any.othefr 
- asset, nor increase any liability or, reserve, nor represent the recovery of an 
expenditure. To the extent that the accounts are kept on an accrual basis, the 
term income refers to all income that accrues during a given period whether it 
is collected during the period or not. This account will be a separate controls 
account in the General Ledger. 
■ 9850 Expenditures A control account that includes tatal expenditures by Nyanznts 
as well ak amounts deducted at the county level. If accounts are maintained on 
1 an accrual basis, all charges incurred are included whether paid or not. For 
accounts maintained on a cash basis, only actual disbursements are included. 
1 Details of expenditures by classification or accounts are recorded in the 

subsidiary Appropriations Ledger. 

9900 \onoperating Accounts 

^ * 991 0 Suspense Clearing An account that carries charges or credits temporarily 

pending to the determination of the proper account or accounts to which they 
are to be posted and that may be tfsedfor posting of amounts nbt yet analyzed 
^ to decide if they should be income, expenditure, or abatement. Charges that 

must be allocated, or prorated may be posted in this account until such 
t ^allocation or N proration can be calculated. This account must zero balance at ' 
the close of the fiscal year and should be reviewed montlily. 

General Ledger Procedures 

Certain procedures should be followed in opening and maintaining the General Ledger. 

Opening the General Ledger 

In opening the General ledger for*<he first time, cafe should be taken to use the proper accounts 
and amounts. These are usually available from either the coiwity superintendent of schools or the 
county auditor. w 

Determining Asset, Liability, and Unappropriated Fund Balance values One of the first steps in 
opening the General Ledger is- to list each fund's assets by title and amount with the total, as in th'e 
following example 

Account Assets 

9110 Cash in County Treasury .4. •. $100,042.67 

9120 Cash m Bank .. . / 0 

9130 Reviving Cash Fund ... . . 500.00 

914G Cash Collections Awaiting Deposit ^. ' * 24.17 

9150 *" Investments T 0 <' 

■m i 1 

9160 ' Accounts Receivable ... ... 1.597'.88 

9170 * Due from Other Funds ,694.39 



Account** 

9210 
9220 



\ 



Assets 

Stores . . ,/ , f *. . . $ 0 

Prepaid Expenses 1,572.38'' 

fc Assets Frozen 0 

- Total assets ' $104,431.49 



A &rmiar lisJt is then made of the fund'i liabilities: 



Account Labilities 

.9510 ~, Accounts Payable 

9520 • Pue to Other Funds 

? 4 
■ . Total liabilities 



$9,763 45 
113 18 

» . $9,876.63 



Npw the total liabilities are subtracted from the total assets, and the difference is labeled 
Unappropriated Fund Balance in this manner ' 

Account m ^ f * I 

Total assets " ^ $104,431 49 - 



Less total liabilities 



9,876 63 



9710 



Unappropriated Fund Balance 



' $ 94,55486 



This information is now used to prepare an opening journal entry. This opening*entry is usually 
made on a form known as a General Journal Entry Form, listing accounts affected ^nd showing in 
separate columns the amounts to be posted later to the General Ledger as debi{s/6r credits. A J 
complete file of these forms, either bound in a book or coflected in some other fil£ makes up the 
General Journal. . • 

Preparing (he opening General Journal entry The opening General Journal entry is made as 



follows: 



J 1 










Date 


Account 






Debit 


7-1-73 


9110 


Cash in County Treasury 




. $100,042.67 




9130 


Revolving Cafch Fund • 




500.00 




9140 


Cash Collections Awaiting Deposit , , 




24.17 




9160 


Accounts Receivable . . . . 




1,597.88 




9170 


Due {rom Other Funds 




694.39 




9220 


Prepaid Expenses 




1,572.38 


J 


, 9510 


Accounts Payable 








9520 


Due to Other Funds 








9710 


Unappropriated Fund Balance . . 






i 




• < 




$104,431.49 



To record assets, liabilities, and unappropriated fund balance for 
the first time as of Julyl, 1973 



Credit 



$ 9,763.45 
113.18 
; 94,554.86 
$104,431.49 



Several points^ should be noted as illustrated in the preceding General Journal entry. First, no 
account is opened that isnpt needecTVor example, no amount is shown in the original list of^assets 
for Cash in Bank. Stores, or Investments. Therefore, no account was opened {oil ny of these asset* 
Should^ieed arise later in the year for any of yiese accounts, the account may be opened at that 
time. 



f 

( Hie second point to note is that the total of the debit amounts equals the total of the credit 
amounts. This must always be true of any journal entry. Care exercised at this time in assuring the 
equality of debit and credit totals will' avoid difficulty with thefcGeneral Ledger later on.. 

Another point to note is the layout or "form" of the entry itself.' The debit accounts and 
amounts are. placed to the left, and the credit ac.countsiand amounts are placed to the right.' This is 
usual bookkeeping practice. ' • ., , 

A final point is the description of the entry. This i/the explanation of what is being done' by' 
means of the entry. In the illustration, the explanation 'shows that this entry records for the first 
time the assets, liabilities, and unappropriated fund balance of the fund as of July 1 1973 Some 
description is always necessary in a General Journafentry. When at a later time entries are made : 
from other sources such as payroll listings, warrant registers, and the like, explanations are usually 
unnecessary since the title of the fornvdescribes.what is being done. 

Posting the General Ledger The General Ledgeris posted from the General Journal. The term 
posted means the orderly transfcnption of the information from one place to another. Each line Of 
the journal is posted to the proper lXlger'account as either a debit or a credit entry. For example n> 
the preceding illustration, Arp first • line of * the journal entry is 'Cash - " 
Treasury. . . Si 00,042.67" and is posted to 1 the General Ledger sheet or card as follows 

t 



'Cash in County 
Page 1 



S 

Account 9110 Cash in County Treasury 

Drt " ; Rplt -' ren e • ^11 Cred.t - Balance ' _ Dr/Cr 

71 73 J1 $100,042 67 ' . $100.042 67 Dr 

i 

. Note that the entry is made'in the debit column and is also entered in the balance column' In tins 
case, the amount of the debit is the same as {he balance since tliere was no previous balance in the - 
actount. (Had therefFeen such a balance, tlnsfentry would havener added to a debit balance or k 
subtracted from a-credit balance and the new balance entered.) Finely, in the last column aft entry 
is made to show that toe net balance of this account is a debit (Dr) balance. 

Each line of the journal entry is similarly posted until the entire opening entry Has' been 
completely transcribed to the -General Ledger. Opening of the General Ledger is now complete. At 
this point a total' of time General Ledger accounts will be open with balances the same as shown in 
the opening journal entry. 

The column in the General Ledger a'ceount headed '-Reference" is used to show the page or other 
reference to the source of the entry. In this illustration the entry "J 1" was made to indicate that 
information for this entry was obtained from tire General journal (abbreviated as "J") and that it 
was found on page 1 . Other references will be developed for other posting sources as they are » 
required. By this method' any item in the General Ledge.r may be traced back to' its origin without 
difficulty. ' < . 

Recording the Approved Budget Income 

The approved school district budget form provides information for recording the budget in the 
General Ledger. 4 

Determining values to be entered The information to be entered is shown in column 3 of the 
budget form under the heading'of Income • 

The income section of the General Fund budget might look like~W 

I • INCOME 

8100 Federal Income , v 

4 . 8110 Maintenance anr>Operation (Public Law 81-874) * 5 2 500 

8210 NDEA (Public Law 85^864) ... ..# 1 /qOO 



11? 



VI- 



8500 Combined State and Federal Income 

8600 State Income 

8610 Principal Apportionment 

861 1 Basic and Equalization Aid and Supplemental Support 
8616 Educational Handicapped 

x ' 3620 Special Purpose Apportionment 

8622 Allowance for Transportation ... 

8700 County Income .... 
8800 Local Income 

8810 % District Taxes 

8811 Secured Roll . 

8812 Unsecured Roll 

8900 Incoming Transfers 

8920 Other Tuition ... • . . . 

h 

Total Estimated Income . 



277,528 
1,148 

7,500 
0 



345,888 
2,700 

. 3,000 
. $641,264 



4 



Each of the items of estimated income should be accounted for separately so that excess income 
or income deficiencies may be readily seen. This is accomplished by the use of a group of accounts 
known as the Income Ledger. 

The Income'Ledger is a subsidiary ledger. The total of the original estimates entered in this ledger 
agrees wijh the total of the General Ledger controlling account. Estimated Income, The subsidiary 
ledger (Income Ledger) and the General Ledger are both posted from the same journal entry. 

The original entry of the approved incorte budget is subject to adjustment later if income 
estimates change. 

Preparing 4hc joupial entn The General Ledger and subsidiary 4edger accounts and the amounts 
for each are listed in the journal entry as a record of the estimated income, as has been done in $e 
following example* ' 



J2- * 
Date^ 

7-1-73 



Account 

9810 
9710 



Estimated Income 
•^Unappropriated Fund balance 



Debit 
$641,264.00 



Credit 



$641,264 00 



Account 


Subsidiary Income Ledger 




' 3110 


\ Maintenance and Operation (Public Law 8 1 -874)" . . . 


$ 2,500.00 


8210 


. National Defense Education Act (Public Law 






85-864) , 


1,000 00 


8611 


Basic and Equalization Aid and Supplemental Support 


277,528.00 - 


8616 


Educationally Handicapped 


1,148.00 


8622 


Allowance for Transportation . .... 


7,500.00* 


8811 


District Secured Tax Roll / 


345,888.00 


8812 


District Unsecured Tax Roll . 


2;700.00 


8920 


Other Tuition ... . . . # . 


3,000.00 



To record .estimated income for the fiscal year 1973-74 as captained 
in the official approved tovdget ^ % 

Several things should be noted about the preceding journal entry. First, this is a General Journal 
entry, just like the one used to open the books' for the first time. This one, however, also carries the 
information for posting a subsidiary ledger. 



VI- 10 
9 

ERLC 



Us 



c 




0 



Next, note that this entry is referred to as simply a journal entry, rather than a General Journal 
entry. This is usual practice. The term general is used only when there is a possibility of confusion if 
it were omitted. 

One should also observe the arrangement of the journal entry. The General Ledger amounts are 
carried in the debit ani credit columns, respectively. Subsidiary ledger amounts are carried to the 
left and^do not have the balancing feature of debits and credits. This simply' means that the single 
ppstings^to the individual Income Ledger accounts represent the breakdown of the total shown in 
the Estimated Income, General Ledger, account. . 

Posting the General Ledger The journal entry for recording the approved budget is posted to the 
General Ledger in the same manner as the journal entry that originally opened the books, as has 
been done in thfe following examples. ^ 



Account 9810 


Estimated Income 




Page 1 


Ddte ^ Reference 


p 

Deb't , Credit 


' BdtariLe 


Dr/Cr 


7-1-73 J 2 


$641,264 00 


S64 1.264 00 


Or : 


Account 9710 


r 

Unappropriated ^jnd Balance 




Page 1 


Ddte Refferen- e 


DeU r • Credit 
n * 


BdtdH' e 


D*r 'Cr 



7173 J1 . S 94.554 86 $94,554 86 ' Cr 

J 2 641,264 00 735.818 86 Cr 

Note that in the Unappropriated Fund Balance account, this credit y added to the credit balance 
resulting from the original opening 'entry to give a new credit balance of S735.818.86. the total net 
assets and estimated income available for appropriation. 

'Posting the suhsidian ledger The subsidiary ledger, in this 'case the Income Ledger, is posted 
from the detailed breakdown sltawn in the journal entry. Each account is posted to show the 
j^tfunts earned in the^journal enfry in the "Estimated income" and "Estimated to be received" 
colu/nns. e 



INCOME LEDGER 
Account 881 1 District Secured Roll Taxes 



Page 6 



Ddte p " f ^ r " f|1 ,p< f r? r ^e'ved Vj datf. , be rereived 

717 3 J2 $345.888 00 ' $345,888 00 
Each Income Ledger account is similarly posted 

Recording the Approved Budget Expenditures 

Expenditure values, like income- values, are taken from column 3 of the expenditures section of 
the official budget form, as has been done in the example that follows 

% * 

II EXPENDITURES AND OTHEfc OUTGO 

1000 Certificated Salaries * 

1100 Teachers' Salaries , $360,000 

• 1200 Scfiool Administrators' Salaries • - 20 000 

1300 Supervisors' Salaries 25 000 

1400 Librarians' Salaries , 2 000 

1500 Guidance. Welfare, and Attendance Salaries 10.000 

^1 600 Physical and Mentaj Health Salaries > . 1500 



\ 0il f J 



VI 



1700 Superintendents' Salaries % , . , $ 10,000 

1800 Other Certificated Salaries of Districted County Administrative Offices .... 5,000 
1900 Other Certificated Salaries 1 1,000 

» Total Certificated Salaries , \ $434,500 ^ 



2000 Classified Salaries / 

2100 Instructional Aides' Salaries . At /. 2,000 

2200 Office of County Superintendent anoWistrict Administrative Personnel Salaries/ . 3,100 

. ' 2300 Clerical and Other Office Salaries . ^ 7,000 

2400 Maintenance and Operation Salaries 36,000 

. 2500 Food Services Salaries ... 5,000 

2600 Transportation Salaries . ' . . ^ 5,000 

2900 Other Class?fied Salaries 500 

Total Classified Salaries ... \ j58,600 



3000 Employe* Benefits ' * 

3100 State Teachers' Retirement System Fund 11,900 

3200 Pubhc Employees' Retirement Fund 1 . ?,000 

3300 Old Age, Survivors, Disability, and Health Insurance 1,500 

3400 Health and Welfare Benefits .900 

3600 Workers' Compensation Insurance 900 

Total Employee Benefits «. $17-200 

. \ =T= 

4000 Books, Supplies, and Equipment Replacement ^ N * 

4100 Textbooks . 2,000 

4200 Other Books .... . ^ 500 

4300 Instcuctional Supplies * ..... 2,500 

4500 Other Supplies .... . . 800 

4800 Equipment Replacement ... ... 6,000 

\* Total Books, SLpphes, and Equipmertt Replacement . . $1 1,800 



5000 Contracted Services and Other Operating Expanses 

5100 Contracts for Personal Services o) Consultants, Lecturers, and Others 500 

5200 Travel and Conference and Other Expense Reimbursed ... 300 

- 5300 Dues and Memberships 200 

5400 Insurance ... ... . . . ' ... 1,000 

5500 Utilities and Housekeeping Services 5,000 

5600 Contracts, Rents, and Leases . . 4,500 

4 

5700 Legal, Election, and Audit Expenses " 500 

5800 Other Services and Expense^ 4,50CT 

5900 Interprocjram Charges and Credits for Direct Services 0 

Total Contracted Services and Other Operational Expenses , . . . $16,500 



6000 Sites, Buildings, Books and Media, and New Equipment 

6100 Sites and Improve me nt*i*H)iUfs ... 2,500 

6200 Buildings and Improvement of Buildings 22,500 

6300^Books and Media for New or Expanded Libraries •. . 1,500 

6400 ^Equipment 7,800 

Total Capital Outlay . . • . . $34,300 



120 



\ 



7200 Outgoingjuition > $ 30,50d 

7900 Appropriation for Contingencies . . . . 12,000 

» r - — r- 

Total Other Outgo . . $42,500 

TOTAL BUDGET . . . . $615,400 



As with income, each of the expenditure items should be accounted for separately so that 

expenditures may be controlled v^thin the various budget classifications. Tnis is accomplished by 
use of a subsidiary ledger usually known as the Appropriatioh Ledger. While separate accounts 
should be maintained for'each of the required experidjture classifications, additional subdivisions of 

these classes may be maintained as separate accounts if needed. > 

Preparing the journal entry Tlds budgeted expenditure total of $615,400 totals the appropria- 
tion to .the district's programs; the programs provide a' classification of expenditure usage while the 
object's provide a classification of expenditure source. 9 

This procedure is shown in the following example: y 

JDate Account Debit Credit 

7-1-73 9710 Unappropriated Fund Balance, $615,400.00 

9820 , Appropriations $615,400.00 

Account Subsidiary Appropriation Ledger 

1100 Teachers' Salaries . . ) $360,000 

1200 School Administrators' Salaries 20,000 

1300 Supervisors' Salaries . . . 25,000 

1400 Librarians' Salaries ... 2,000 

1500 Guidance, Welfare, and Attendance Salaries 10,000 

1600 Physical and Mental Health Salaries . . » 1,500 

1700 Superintendents' Salaries . . '-10,000 

1800 Other Certificated Salaries of District and County 

Administrative Offices 5,000 

1900 Other Certificated Salaries ^ < 1,000 

2100 rhstructional Aides' Salaries . . 2,000 
2200 Office of County Superintendent and District Administrative 

Personnel Salaries . % 3,600 

2300 Clerical and ©ther Office Salaries . . . . 7,000 

2400 MaintepanceJbnd Operation Salaries 36,000 

2500 , Food Serviced Salaries 5,000 

2600 Transportation Salaries ^ .... 5,000 

2900 ' Other Classified Salaries • . . 500 

3100 State Teachers' Retirement System Fund 11,900 

3200 Public Employees' Retirement Fund * ... 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance 1,500 

3400 Health and Welfare Benefits 900 

3600 Workers' Compensation Insurance . " * 900-^ 

- 4100 ■ Textbooks . . . . ^ 2,000 

42Q0 Other Books -\ k • . ' 500 

4300 Instructional Materials and Supplies «. 2,500 

4500 Other Supplies . . y.. 800 

4800 Equipment Replacement 6,000 

bfao Contracts for Personal Services of Consultants, Lecturers, 

and Others 500 

5200 Travel and Conference Expense Reimbursed 300 

♦ 

121 



* h [5300 . Dues and Memberships . . . ." ... $ 200 

5400 1 Insurance • . - . 1,000 

5500 Utilities and Housekeeping Services - ... 5,000 

5600 J Contracts, Rents, and Leases . . 7 . . /> 4,500 

5700 jLegal, Election, and Audit Expenses ^ . , 500 

/ 5800 Other Services* and Expense * . . 4,500 v 

5900 Interprogram Charges and Credits for Direct Services -0- 

6100 Sites and Improvement of Sites 2,500 

6200 Buildings and Improvement of Buildings 25,500 

3300 Books and Media for New or Expanded Libraries . 1,500 

6400 Equipment | - . .... 7,800 

7200 Outgoing Tuition * 30,500 

\ 7900 Appropriation for Contingencies m . . . 12,000 



The preceding journal entry is similar to the one recording estimated income except that the total 
of appropriations is debited to the Unappropriated Fund Balance account The'total appropriations 
to all accounts in the Appropriation Ledger must agree with the balance in the General Ledger 
s controlling account, Appropriations. 

Posting the General Ledger The journal entry for recording the approved appropriations is 
posted to the General* Ledger in the same manner as the original opening entry and the entry 
recording estimated income, as ha^been done in these examples 



Account 9710 Unappropriated Fund Balance Pagel 

Date I Reference Debit Credit Balance Dr/Cr 



7-1-73 


J 1 


$ 94,554.86 


. $ 94,554.86 


Cr 




J2 


641,264.00 


735,818 86 


Cr 




J3 


$615,400.00 ' 


120,418.86 


Cr 


Account 


9820 


Appropriations 




Page 1 


Date 


Refer en( e 


Debit Credit 


Balance 


Dr/Cr 


7- 1 73 


J3 


, k $615,400.00 


$615,400.00 


Cr * 


Note that the debit to the Unappropriated Fund Balance account^ 


as been subtracted from the 


previous 


credit balance 


to produce a new credit balance of $ 


[20,418.86, the 


remaining 



unappropriated fund balance after the estimated income and budgeted appropriations have been 
posted. 

Posting the Appropriation Ledger The subsidiary Appropriation Ledger is posted from 4he 
journal entry in a manner similar to that used foj posting estimated income as shown in this 

» 

» 

APPROPRIATION LEDGER ' 

Teachers' S alaries Page 1 

Unencum- 

Refer- - Appropri Encurn- Encumbered Expended « bered 

Date ence ation brances to date Expended to date balance 

$360,000.00 



example 

• \ 

j 

Account 1100 ~* 



7-173 J1 "$360,000.00 

* . * 



The preceding form differs from the Income Ledger form because -it mflst carry space for entering 
encumbrances as they occur, as welfas expenditures. The amount appropriated for this accounth'as 
been entered in the "Appropjfation" column and again in the ''Unencumbered balance" column. As 
amounts are later,entered ip the "Encumbrance" or "Expenditure" columns, the "Unencumbered 
balance" column will be adjusted acco'r&tigly.. 

When appropriatiorf^are allocated to programs, each of the program ledger cards is posted with' 
its respective appropriation. Air'ffKfcsyDle of a possible- A)gram ledger card is displayed in the 
illustration on page VI-16, ▼ *" 

It shoulcf be noted that t^e appropriation to a program is a collection of portions of single objects 
of expenditure (such as teachers' salaries) that are controlled with the Appropriation Ledger. The 
program appropriation is the total of all of the direct expenses expected to be incurred on behalf of 
the program. 

Because the Appropriation Ledger controls expenses by, objects, it is not essential that expenses 
also be controlled by program when a district records expenditures by site (of location). Control of 
program expenses can be delegated KTthe principals (or site managers) within the limits of fixed 
object appropriations. For example, if a given school (site) is- budge-ted $75,000 in instructional 
supplies, this amqunt will provide ^district control on the site on this object. The site may allocate 
this $75,000 to its several programs, and the district may record these allocations as part of. the 
appropriations to, the site's program*. Districts using manual of bookkeeping machine systems need 
not control tWamount of instructional supplies appropriated for a particular program because they 
will b$ abl^o control the tptal appropriation to the site. 

If th^dlstrict controls only on objects, then they principal ,or site manager will.have to compare 
the program Reports to the program budgets to observe discrepancies in an object of any particular 
program. , 

' > ; 

Recording th^ Approved Budget -Reserves , / J 

Reserves are portions of the balance remaining as unappropriated funds that are not available for 
appropriations, such as amounts in the Revolving Fund, Stores, and Prepaid Expense accounts. A 
General Reserve account is recommended to help finance the district m the year following, pri^r to 
receipt of tiiat year's income. , # y 

The valuCT 1$%: set aside in these reserves are contained in the Official budget, column 2, 
opposite Ending Balance. These are used to prepace the journal entry, asW/tliis example 

4 

Date A tcoun t Debt t Credi t 

7-1-73 97l6 " Unappropriated Fund Balance $120,419.00 

9610 Reserve for Working Capital $ 2;072 00 

9630 • General Reserve 1 18,34 7 00 

To record reserves for Working Capital and General Reserve, fiscal 
year 1973-7,4, as contained in the approved budget 

This journal entry is then posted -to'tlie Gcn&nd Ledger in the usual manner * 
Account 9710 Unappropriated Fund Balance Page 1 

D<i\r „ RpforpfKP ' Dehit Credit ' Bdinnt r» Dr/Cr • 



, 7 173 J1 4 $*94,554 v 86- ▼ $ 94,554 86 Cr 

J 2 - ? 641,264 00 735,818.86 Cr 

A ,J3 . $61&rtkaOG ; / , 120,418.86 Cr 

*J4 fc 128*19.00 0 14 vDr 



8 — 82lt7 



,123 



T 

'5 



v 



Account: 



PROGRAM LEDGER 

Program A 



Page 1 



Appropriation: $32,000.00 



Encumbrances 



Refer- 



Date 



ence Description R^%ved^ Cancelled 



Certificated 
salaries and 
benefits 



sab 



Classified 
nes and 
benefits 



Books, sup- 
plies and 
equipment 
* replacement 



7-1-73 



J3 



7-31-73 PJ 



Budget appropri- 
ation (may be 
memorandum only) 
July payroll- 
teachers' salaries 



(Optional) 



$32700 



1,800 



$4,300 



$2,500 



Contracted - 
services 
and 
other 



Direct 

Capital Available support 
outlay balance charges 



$1,500 $1,000 $32,000 $1,600 



30,200 



124 



125 



ERIC 



Account 96^10 



Reserve for Working Capital 



Pagel 



Date 



Reference 



7 1-73 



J4 



Debit ' 



Credit 



$ 2,072.00 



B3I 



ance 



$ 2,072.00 



1)r/Cr 



Cr 



Account 9630 . General Reserve Page 1 

Date * Refeqlnce Debit " Credit Balance Dr/Cr 

7-1-73 J 4 , $118,347.00 $118,347.00 Cr 

f Note that the amount debited to the Unappropriated Fund Balance account is slightly greater 
than the previous balam^pf that account, and this results in a debit balance^of 14 cents. Small 
discrepancies are likely to occur because the district's books are maintained in exact amounts, 
including cfcnts, while the official budget form is made out to the nearest dollar only. * 

At this point the General Ledger has been opened, and the official budget has been recorded. A 
trial balance will sho* the net results of the entries made thus far. The trial balance is a list of the 
General Ledger accounts and the debit or credit balance for each account. The iotal debits and the 
total credits must be equal, indicating a balanced General Ledger. The trial balance of the General 
Ledger,'at this .point looks like this: ♦ f 

Account Debit ' Credit 

911^ Cash in County Treasury . 4 \ $100,042.67 ' ' ' 

9.130 Revolving Cash Fund 500.00 ' 

914Q Cash Collections Awaiting Deposit 24.17 

9160 Accounts Receivable 1,597.88 

91a) Due from Other Funds / 694.39 

9220 Prepaid Expenses 1,572.38 

9$10 Accounts Payable . $ 9,763.45 

95^0 Due to Other Funds . . . .* 1J3.18 ^ 

9610 ,. Reserve for Working Capital 2.072.00 

a630 General Reserve ( . .' ± 1 18.347.00 

9710 Unappropriated Fund Balance 0.14 * 

9Q1G Estimated Income $11,264.00 

9820 Appropriations 615.400.00 

$745,695.63 $745,695.63 



The. appropriations, having been posted both to the program ledgers and to the subsidiary 
appropriation ledgers (objects of expenditure), should be checked to assure that the two are equal. 

Recording -Encumbrfnces 

Effective expenditure control requires not only the recording of cash expenditures and the 
charging off of assets and prepaid expenses but also the recognizing of expense obligations. 

.Encumbrance procedures that serve to reserve or restrict portions of the budget appropriations of 
the district for which definite commitments or contractual obligations have been made may be 
incorporated into the accounting syslem of a school district. ^ 

The method of determining amounts of encumbrances to befentered into the accounts may vary 
.with the accounting methods used in the district and witf^ the type of transactions being 
encumbpred. 



ERLC 



VI-17 



126 



Certificated Payroll Encumbrance Summary 



- 

Classification. * ' 


1100 


1200 , 


1300 


| 

^700' 




Name 


Month 


Year * 


• Month 


Year 


Month 


Year 


Month 


Year 


'Totals, 1000 


Sudgt mtendent y 

wu^^i M net Iviwl l i 


r 

i 



















Sartlett James 














j S1J350.00 




5 12,600 00 


Assistant Superintendent 














1 » 

1 






Garcia, „Fred . ,- 














750.00 


9,000.00 ' 


i 9,000.00 


Principals 














i 






Campbell, George 






I 

S 500.00 • 


$ 6,000.00 






1 




"'woo. 00 


Harmon, Robert 






,500.00 
* 


6,000.00 






A 




6,000.00 


Hotzel,' Frank 






con no 


p. nnn nn 








• 


6,000.00 


Lawrence, Chart es ... . 






500.00 


6,000.00 


y 








6.000.00 


Supervisors 


■ 












• 


5,400 00 


Evans, ftaymond 










S 450.00 


$ 5,400.00 




• 


Johnson, Arthur 










Rnn cm 


o,uuu.uu 






6,000.00i 


Pont, Elizabeth 










400.00 


4,800.00 






4,800.00 


Sorenson, 'Albert 










350 00 • 


4,200.00 






a onn nn 


Wade, Johnscjj . j^. 




k 








1 finnnn 






3,600 00 


Teachers ' 0 






















$ on 


c v a 900 nn 












1 


4,200.00 


Bennett, Betty 


350.00 


4,200.00 










• 




4,200.00 


Curren Patricia 


375.00 


4, 600.00 














A crw^ nn 


Total encumbered 
* 


30,000.00 


'360,000.00 


2JD00.00 


24,000.00 


2,000.00 


24,000.00 


1,800.00 


2#00.00 


>l OA gftrt f>r\ 

4^y ,o0u.oo 


7-10-73 








• 






i 






Bennett, Betty— 








« 




r 










-350.00 


-4,200.00 














— 4,200.00 


Totals 


29,650.007 


355,800.00 


2,000.00 


24,000.00 


2,p00.0? 


24^00.00 


1,800.00 


21,600.00 


425,400,00 


7 20-73 








V 






' \ ' 






Thompson, Ted 


450.00 


5,400.00 














5,400.00 








— — V- 


































$30,100.00 


$361,200.00 


$2,000.00 


$24,000.00 


$2,000.00 


$24,000,00. 


^1300.00 


$21,600.00 


$430,800.00 



• Because districts mayweed to distinguish reservations or restrictions of appropriations from 
• actual expenditures, it is recommended that'Encufhbrances'and Reserve for Encumbrances accosts 
be used in the General Ledger and that encumbrance amounts in the appropriations subsidiary 
accounts and the, program ledgers be recorded in a separate column oHtTsuqIi a manner that they 
may be distinguished from actual expenditures. 

Encumbering programs is optional since objects may be encumbered and controlled. Districts 
with manual and bookkeeping machine systems that break costs' down by sites for locations) will 
find encumbering programs rather difficult; whereas district* with data-processing equipment will be 
able to encumber programs at the same time tfiey encumber their appropriation ledger objects of 
expenditure. ' v - 

ttuumhennz rj/mlam's At the^ beginning of each year, the total annual salaries of personnel 
employed for tlj/ year may be determined for purposes of encumbering appropriations for paying 
these salaries during the year Similarly . tjie total monthly salaries of these personnel should be 
obtained for the purpose of removing that amount of encumbrance when a fnonthlv salary payment' 
is made Totals of the annual and monthly salaries must be adjusted for'pe^onnel changes and 
salary rate changes. * - 

Although the salary encumbrance summary ma> differ in detail depending on the methods of 
accounting .used by the district, a schedule such as that, illustrated in the Certificated Pavroll 
Encumbrance Summarv on page VU8 ma> adequately serve this purpose Basic requirements are a 
complete accounting for all personnel having salaries to be encumbered, a grouping of these salaries 
to provide jnonthlv and annual salary totals by budget classifications, and provisions for recording 
changes jn.personnel and salaries 

T% Certificated Payroll Encumbrance Summarv* illustrates the adjustment in encumbrance totals 
that must be recogniz*<kwhen personnel changes'occur 

Journal entries to -record thesalary 'encumbrance transactions shown in the Certificated Payroll 
Encumbrance Summarv are as rollowS « 

J 1 2 ' 
. Date .Account ^ • Debf{ ^ Credff ' 

7 1 73 9830 ^Encumbrances $429,600 00 

9620 Reserve far Encumbrances , * $4?9 600 00 

Account Appropriation Ledger 

1100 Teachers' Salaries- . - * $360.000 00 

1200 School Ar4rnmtstrators' Salaries ' 24,000 00 

1300 Supervisors' Salaries - 74 000 00 

'700 Sufiertntendepts' Salaries 21,600 00 

To record salary encumbrance for certificated staff employed 7 1 73 

J 13 

7 15 73 9620 Reserve for Encumbrances* $4,200 00 

9830 Encumbrances" • $4 200 00 

Account Appropriation Ledger 

1 100 Teachers' Salaries * < t $4 ( 200 00 ' ■ 

To cancel 12 months' salary encumbrance for B'Bennett, resignation, 7 15 73 

J 14 

7 20-73 9830 Encumbrances * • $5,400 00 

. 9620 Reserve for Encumbrances ■ $5,400 00 
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' Appropriation Ledger \ K • 
1100 Teachers' Salaries $5^00.00 



* ' To establish salary encumbrance for 12 months' payment of T. Thompson, 
employed 7-20-73 




Tlje posting of the preceding entries to the General Ledger is as follows: 


t 


Account 9B30 


i 

Encumbrances 


Page 4 


bate Reference 


Debit ' Credit Balance 
^ , — 


Dr/Cr 


71 73 J 12 
7 15 73 J 13 
7-20-73 J 14' 


$429,600.00 $429,600.00 
$4,200.00 1 425,400.00 
5,400 00 430,800.00 


Dr 
Dr 


Acfcount 9620 


• / 
Reserve for Encumbrances 




r Daie fc Reference 


Obit ' Credit < Balance 


Dr/Cr 


7 173 i 12 
7 15 73 J 13 
7 20-73 1 14 


$429,600.00 $ 429,600.00 
$4,200 00 • 425,400.00 
5,400,00 430,800.00 


Cr 
Cr 
Cr 


The posting of the Teachers' Salaries account to the subsidiary Appropriation Ledger is illustrated 
as follows • * 




APPROPRIATION LEDGER * 




Account 1100 § 


Teachers'^alanes • ' 


i Page 5 


r 

. Refer- 
Date » ence 


Appropn Encum- Encumbered * Expended 
* ation brances • to date .Expended to date 


Unencum- 
bered 
balance 


7 1 73 J 12 
7 15-73 . J 13 
7 20 73 J 14 


$500,000 00 $429,600 00 $429,600.00 
500,000.00 4,200 .00Cr 455,400.00' 
500,000 .00 5 ,400 .00 A 30300 .00 


$70,400.00 
74.600 00 
69,200.00 


» 

In the foregoing illustration, it has been assumed that the changes in personnel were "made prior 
to payment of any payroll in that year. It is important, however, that e^umbrances be deduced by 
the unpaid installments of the annual salaries of personnel leaving the payroll and increased for the 
unpaid installments of personnel being added to the payroll. * 

• Adjustments of encumbrances for* salaries paid is' discussed in the section, Recording 
Encumbrance Adjustments-Salaries. 

Encumbering of other expenses Effective expenditure control requires the establishment of a 
procedure to reserve or restrict appropriations for obligatibn of nonsalary types of expenses as well 
as salaries. f 

If the purchase orders are drawn irt order to confirm orders for all materials and services to be 
purchased by the district, they may be used for encumbran^e^Tttrposes.yA sample of a purchase 
order is shown on page VI-2 1 . 

The methods of encumbering purchase orders may vary from the direct posting to the 
Appropriation Ledger subsidiary accounts frbm the individual purchase orders to some form of 



summary recording for groups' of purchase orders. When a record of the individual purchase orders 
contained in a summary recording is desired, a Purchase Order Encumbrance Summary such as the 
one on page Vl-21 might be used. # 
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PURCHASE ORDER 




No. 2' 




To' Student Supply Corrypany 


* Date: 


July 10, 1973* 




> 








Ordered by 
school 




r ■ 




From; 


t 




. School District 




* 










• . Appropriation 






• 








^ Ledger Account 43O0 






Deliver to. 100 Main Street 
* 
























I ) 




Rer eived 


Quantity 


Unit 


Item 


Unit 
price 


Amount 


Amount 
can< tilled 




65 


1,000 
100 
300 


Ream 
Gross 
Box 


Newsprint ^ 
#2 school pencils 
Crayons 


$0.60 
' 3 00 
0.30 - 


$600.00 
300.00 
-90.00 


$4*67 

* « 

■ "X 




■ 


$990.00 


— i ^ 


* 


Payment Record: / " 


p 


Date: July 20 


* * * 












• 


Amount: $41.67 



r 



Purchase Order Encumbrance Summary 



Vendor's Name 


ApproprietiOn 
account number 


Date 


Purchase order 
number 


Amounfiof 
encumbrance 


Justrite Roofing Company 
Student Supply Company 
L.A. Detergent Company 


4500 

4300 m 
4500 * 


10 
11 
26 


1 
2 
3 


S 805 63 
990.00 
50.00 


Total 








$1,845.63 



A journal entry to record the encumbrance informatio/Jontained in the summary is illustrated 
as follows ' 



J 15 

Date Account 

70 73 9830 Encumbrances 

9620 Reserve for Encumbrances 



Account Appropriation Ledger 
4300 Instructional Supplies 
4500 Other Supplies 



Debit 
•$1,845 63 



^efepit 



$1345.63 



$990.00 
855.63 



To record purchase order encumbrances for July 1, ]973 
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The posting of the Other Expenses of Instruction item to the account in the subsidiary Appropria- 
tion Ledger is illustrated as follows: ^ t v 



Account 4300 



APPROPRIATION LEDGER 
Instructional Supplies 




Page 5 



Date 



Reference 



Appropri 
atton 



En cum- 
brances 



Encumbered 
to date' «*• 



Expended 



Expended 
to date 



Unencum- 
bered ✓ 
balance 



7-1-73 



J 15 



$5,000.00 



$990.00 f 



$990.00 



$4,010.00 



The instructions for recording encumbrance adjustments in this section outline the procedure 
used to adjust encumbrances when payments are made involving encumbered purchase orders. 



Recording Income and Other Cash Receipts 

Source documents for posting income are apportionment notices from the county superintendent 
of schools for deposits made directly to the county treasury or copies of receipts for monies 
received directly by the district. 

An apportionment notice from the county superintendent of schools is illustrated in the Typical 
Apportionment Notice on this page. 

Each of the items ot actual income should be accounted for separately so that they may be 
compared with income estimates. This is accomplished by posting receipts to the Income Ledger. 
The total from any given apportionment notice is posted" to the General Ledger, and individual 
items are posted to the subsidiary Income Ledger. 



TYPICAL APPORTIONMENT NOTICE 



County of 



To 



School District 



This is to certify^St income noted below has been received and has been placed to the credit of 
your district on ; , * ' 



Date 



861 1 Basic and Equalization Aid and Supplemental Support 

8616 Educationally Handicapped Minors 

8622 Allowances for Transportation . . . . 

8670 Tax Relief Subventions . . .... 

8710 Community College Tuition Tax 

KJ11 District Secured Roll Taxes . . . > 

8812 District Unsecured RolJ Taxes 

Other Income (Describe) . '. . , 
* — * 



Preparing the journal entry for income deposits made directly in the count v treasury The journal 



entry to record income receipts 'lists the General 
amounts forfcacji as in the following example: 



edger ind subsidiary ledger accounts and the 
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\ Date Account Credit 

7-20-73 91 10 Cash in County Treasury 

9840 Income 

Account Subsidiary income Ledger 

881 1 District Secured Roll Taxes 

8812 District Unsecured Roll Taxes ' 

8611 Basic and Equalization Aid 

To record income received on ap$ortionmentnotice d^ted 7-20-7p 

The journal entry is posted to the General Ledger in the usual manner. 

The subsidiary Income Lfdger is posted from the jpurnal entry in a manner similar to that used 
for posting" estimated incorite. Each account is posted to show, in the amounts received portion, the 
amount of the ledgers that has been carried in the journal entry, as has been done in the following 
, example: • 

INCOME LEDGER 

Account 8811 District Secured Rofl Taxes Page 6 



Estimated Amounts Total received Estimated to 
^ aXQ Reference income received to date be received 

71 ^ J 2 * ^$345,888,00 S $345 888 00 

7 20-73 J_ . 



Account 8812 



Date 



7 1-73 
7-20-73 



Reference 



J 2 
J_ 



INCOME LEDGER 
District Unsecured Roll Taxes 



Estimated 
income 



$2,700 00 



Amounts 
received 



Total received 
to date 



Page 1 



Estimated to 
be received 



$2,700.00 



Account 8611 



INCOME LEDGER 
Basic and Equalization Aid 



Page 1 



Date 



Reference 



7-1-73 



J2 



Estimated 
income 



Amounts 
received 



$277,528 00 



Total received 
to date 



Estimated to 
be received 



$277,528 00 



, A summary of receipts issued for cash received directly by the school district serves as the basis 
for preparing trie journal entiy to record this type of income and other cash receipts. Abatements of * 
ex*penditures are treated in Part III of this manual. If this summary is a formal record, it might look 
like this example of a Cash Received Journal: 
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Cash Received Journal Month of July, 1973* 



Current income Abatements of General Ledger 

expenditures 

Date Description Received Account Amount Account Amount -Account Amount 

7-3-73 Receipts 8110 . 5800 

Nos 6801-6815 8842 ' 

8850 . 

4300 

4300 

4300 

8880 

,i 

Totals ^ 



Preparing the journal entry to record cash received directly b\ the school district The journal 
entry to record. actual income and other cash receipts received directly by the school district lists 
the General Ledgef and subsidiary ledger accounts and the amounts for each. For example 



Date 
7 31 73 



Account 
8110 

8842 
( 8850 
' 8871 

8880 

4300 
5800 



Account 

9110 
9840 
9850 



Debit 



Credit 



^<ash in County Treasury 
Income 
Expenditures 




Subsidiary Income Ledger 
Maintamance anjj Operation (Public Law 

81-874) 

Sale of Equipment and Supplies 

Rentals , f 

Adult Education Fees 

Miscellaneous 

Subsidiary A ppropria tion L edger 

f Instructional Supplies 

• Transportatron Payments from Other Districts 

To record receipts numbers 6801-6815 



The General Ledger is posted in the usual manner. The subsidiary Income Ledger is posted in the 
-same manner as that illustrated under income deposits made directly in the county treasury. 

The subsidiary Appropriation Ledger is posted -in the same manner as that shown under 
expenditures, as in the following example: 



Account 4300 



APPROPRIATION LEDGER 
Instructional Supplies 



/ 



Page 2 



Date 
4 7 31 73 



Refer 
ence 



Encum 
brances 



Liquida- 
tions 



Ex 



pende^ 



Outstanding 
encum- 
J} ranees 



Expended 
to date 



Budget 



Unencum- 
bered 
balance 



erJc 
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Account 5800 



Date 



Refer- 
ence 



Encum- 
brances 



731- 73 



APPROPRIATION LEDGER 
Payments from Another School District 



Liquida- 
tions 



Expended 



Outstanding 
encum- 
brances 



Expended 
to date 



Budget 



Page 1 



Unencum- 
bered 
balance 



Recording Expenditures and Other Disbursements-Salaried , * * ' 

Salary expenditures are generally more efficiently posted by total from the pqygll payment 
orcjer, or similarly titled listing, which is an itemized, detailed W of individuaSflaries for a 
particular payroll. A summary of amounts to be charged to the various expenditure clfcifications is 
needed for this procedure (see California School District Payroll Payment Order^gjB26). . 

Very rarely, such as whe*i accounting salaries for a one- or two-teacher scd^^ffifividual salaries 
paid might be entered directly in the General Journal. 

Preparing the journal entry The journal erTtry to record payroll payments lists the General 
Ledger and subsidiary ledger accounts and'the^nounts for each, as in the fallowing example: 

Date Account ^ % Debft c ^ /f 

7 31-73 9850 Expenditures $40,275.00 j/ 

91 10 Cash in County Treasury,, 540 275 00 

Account Appropriation Ledger 

1100 Teachers' Salaries y $32,000.00 

1200 School Administrators' Salaries 1 600 00 

1300 % Supervisors' Salaries 2 000 00 

1600 ^ Physical and Mental Health Salaries 125*00 

1800 Other Certificated Salaries of District Administration . 800.00 

2200 District Administrative Salaries 250.00 

2300 Clerical Salaries g^O 00 

-2400 Maintenance and Operation Salaries 2,850.00 

To record expenditures for payroll listing number 1 for the month of July 

Posting the General Ledger The journal entry for payroll expenditures is pasted to the General 
Ledger in the same manner as previous entries, as irf the following example. 

' Account 9850 Expenditures * Page 1 

Date Reference Deb^ Credo Balance [ Dr /Cr 

7-31-73 J 8 $ 40,275.00 $ 40,275.00 ~oT~ 



Account 9110 



Cash in County Treasury 



Date 



Page 1 



Reference 



Debit 



Credit 



Balance 



7 173 
7-3V73 



J 1 
J8 



$100,042 67 



Dr/Cr 



$40,275.00 



$100,042.67 
59,767.67 



Dr 
Dr 



Note that tKe posting to the cash account is a credit entry that deducts from the previous balance 
to give a new debit balance of $59,767.67. 
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California School District Payrolf Payment Order 



r 

Employee hame 



Warrant 
number 




Occupation or title 

— 

Teacher 



Expendi- 
ture * 
classi- 
fication 



Period 
ending 



Gross 
earnings* 



» Social 
Security 



RetKe- 
ment 



With- 
>. holding 
tax 



Other 



Net pay 



Abbott, Ellen 
Adams, George 
Allen, Rose 
* Arnold, Robert 
AsFTworth, James 
Bailey, John 
Banner, Roger 
Boyd, Alice 
Brown, Thomas 
Carter, Mabel . 
Gfoss, Arthur 
Curran, Jane . . . 



2205 
2206 
2207 
2208 
2209 
2210 
22 W 



Custodian : . . . 

Teacher* 

Teacher 

Assistant Superintendent 

Teacher 

Principal < 

Secretary 

Teacher^^ 

TeactwV^. 

Custodian - 

Teacher 1 ' 



1100 * 

2400 

1100 

11Q0 

1700 

1 100 

1200 

2300 

poo 

1100 
2400 
1100 



7-31-75 



500^ 
350.00 
475 00 
550.00 
900.00 
580.Q0 
750.00 
300.00 
530.00 
500.0Q 
375.00 
475.00 



$ 9.00 



7 50 



10.00 



$ 40.00 
21.00 
35.00 
48.00 
70.00 
50 00 
62.00 
16.00 
45.00 
42.00 
22.50 
38.50 



$ 80.00 
18.00 
'68.00 
60.00 
150.tf0 
75.00 
90.00 
21.00 
61.00 
65.00 
12.00 
60.00 



$ 21.00 
*1 2.00 
16.50 
25.00 
28.00 
22.50 
26.00 
1 2.00 
18.00 
24.00 
18.50 
21 00 



$ 




T6TaTr~: 



Expenditure Classification Summary 



7-31-7 3- 
7-31-73 



1100 
1200 
1700. [• ^ 

240™ 



$6,283.0 0 

'3,610.00? 
750.00 
900.00 

* 300.00 
725.00 

$6,286.00 



$744 W 



$4,764.00 
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Posting the Appropriation Ledger Entries in the subsidiary Appropriation Ledger are made in the 



expenditure column in each case, as shown in the following example: 



Accourit 1110 



APPROPRIATION LEDGER 
Teachers' Salaries 



Page 1 



Date 



Refer 
ence 



Appropn 
* ation 



Encum- 
brances 



Encumbered 
to date 



Expended 



Expended 
to date 



Unencum- 
bered 
balance 



7-1-73 



7-31-73 



J 3 
J 5 
J8 



$390,000.00 
390,000.00 
390,000.00 



$390,000.00 



$390,000.00 
390,000.00 



$32,000.00 



$32,000.00 



$390,000 00 
0.00 
32,OOO.OOCr 



In normal procedures the liquidation of an amount corresponding to the payment takes place 
simultaneously with this posting. The liquidating entry is described in the section headed Recording 
Encumbrance Adjustments-Salaries, following. For purposes of explanation, this account will be 
carried this way until the liquidating entry is posted. 

Note that the "Appropriation," Encumbered-to-date," and "Expended-to-date" columns are 
carried forward with each posting. ' ^ ' 

Entries in the program ledger are posted by object" classification in the appropriate columns in the 
program ledgers, then subtotaled on the object of expenditure card in the Appropriation Ledger. 

The total postings to the pfogram ledgers for the object classification (teachers' salaries) will 
amount to $32,000, which can be subtotaled in the Appropriation Ledger (see sample program 
"Te3gef,l)age Vl-T51"~" ' * ~ " 

Recording Expenditures and Other Disbursements-Other * 

Payments to vendors are usually made at regular intervals, monthly or.oftenen and listed on a 
warrant register that can be used as the source to enter the total expenditure. Like the payroll 
charges, the amounts to be charged to the various expenditure classifications will need to be 
summarized (see California School District Warrant Register Number 1 on page VI-28). 

Other expenditures, such as a district's retirement payments, repayments on loans, and the like, 
which are disbursed at the county level, may be entered individually as reports are received from the 
office of the county superintendent of schools. Expenditure transfers between funds of a district 
require a similar entry. It is possible to include all such items iji one listing and to enter the total in 
the General Journal with a summary of amounts to be charged to the various expenditure classes. In 
either procedure, reference to the original report or notice should be made, and such documents 
should be kept readily available. 

Preparing the journal entry The journaf entry to record vendor payments or other expenditure 
items lists, the General Ledger and subsidiary ledger accounts and the amounts for each. This journal 
entry is posted to the General Ledger and the Appropriation Ledger as illustrated in the entries that 
follow: 



Date Account 

7-31-73 9850 Expenditures 
9840 Income 
9100 Cash 

Account . Appropriation Ledger 
4500 Other Supplies .\ . . . 
4100 Textbooks 



Debit Credit - 

$6,245,00 
500 00 - 

$6,745 00 

$1,620.00 
350.00 ' 
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Vl-27, 



4300 " 
550Q' ~t 
6200 



8110 



V . ' • — * 

Instructional Materials Snd Supplies $ 475.00 

Utilities and Housekeeping Services T . 1,300.00 

New Buildings and Improvement of Buildings 2,500.00 

Income Ledger 
Maintenance and Operation (Public Law 

81-874) 500.00 

To/ecord expenditures for Warrant Register Number 1 for the month of Jaly 



CALIFORNIA SCHOOL DISTRICT 



Warranj Register Number 1 



Warrant 

number Vendor 

J Aldrich &vAldnch, Inc. 

N 2 American Book Co. 

3 Besi Music Company ► 

4 E.P. Finigan Company 

5 Office Supply Co 

6 Pacific Gas & Electric Company . 

7 Pacif ic TeTephone &' Telegraph Co. 



8 Read's Fence Company 

9 Sun Custodial Supplies 

10 Taylor's School Supplies 

11 US Treasury * 
(Abatement of incon&ei &1 10 

Total" . . , 



Expenditure Classiftcmion Summary. 

4100 Textbooks \ 

4300 In st Tufaortal M at e r^l s j n df Su pph e s 



5500 Utilitfes and Housekeeping Services . .„ 

6200 . fJew Bui/chngs and Improvement of Buildings 



8110 Ma 

abatement 

f 



9 

Income/mass/ ftc3 tiormumi 
untenance and Operation (F 



ummary: • 
Operation {Public Law€1^874) 

. 



Expenditure 
classification 

4300 
4100 
4300 
6200 
4500 
5500 
' 5500 _ 
450CT' 
4500 
4300 



$ 350 .00 
475.00 



4500 Other 3£jfft^es 1 ,620.00 



1,300.00 
2,500.00 



500.00 



Date. July 31, 1973 



Amount 

$ 48.06 
350.00 
210.00 
2,500.00 
65.00 
700.00 
600.00 
8WG6 
680.00 
216.94 

500.00 



$6745.00 



$6,245.00 , 



500.00 
$6745.00 



7 

Poping the Income Ledger This .posting to the subsidiary Income Ledger is an example N of an 
abatement of income. ' 



ERJC % 



*3Q 



Account 8100 



Date 



7 1 73 
7 31 73 



INCOME LEDGER 
Maintenance and Operation (Public Law 81-874) 



Reference 



J 1 



• Estimated 
income 



Amounts 
received 



$2,500.00 
2,500.00 
2,500.00 



$2,400.00 ' 
500,00 Cr 



Total received 
to date 



$2,400.00 
1,900.00 



Page 1 



Estimated to 
be received 



$2,590.0(r 
100 00 
600.00 



Recording Encumbrance Adjustments -Salaries ' ~n , 

The amount c^enrumbraitce to be adjusted or liquidated when salary payments are made is the 
san*-amount as is being paicf, provided such amounts .have been encumbered. This procedure will 
leave the proper balanceof encumbrance for each succeeding month if there is no change in rate of 
pay. 

, Further adjustment is necessary for changes of contract, terminations, and the like. It is generally 
preferable to liquidate the exact amount of the payroll posting and to pick up additional 
adjustments in a separate posting from a list of changes. For example, a payroll expenditure of 
, 540,275 represents the regular monthly payroll for salaries encumbered for the year. However, 
because one employee terminated in July and received less than a full month's salary, the difference 
between the individual amount encumbered, S300, and the amount paid and liquidated, $200, 
represents a cancellation of $100 to encumbrances for July in addition to the encumbrance for the 
rest of the year, $3,300, or a total cancellation 0/ encumbrances in the amount of $3,400. The 
_££rson replacing Ihjs^ployee'^ and will be paid $2,750 for th'e rest of the year. 

This is an additional total encumbrance of $2,800. The net adjustment to encumbrances is a 
. reduction of $600; The Certificated Payroll Encumbrance Summary illustrated in this section (see 
page VI- 1 8) provides Tof-a method of adjusting salary encumbrances. 

The use of some machine' systems makes it more practical to liquidate all encumbrances for 
series at the time payroll expenditures are posted and to reencumber the adjusted amounts for the 
remainder of the year. » 

Preparing the journal entry The journal entry to record encumbrance adjustments lists the 
General Ledger and subsidiary ledger accounts and the amounts for each, as shown in the following 
example 



Date 
73173 



Account 
1100 
1200 
1300 
1600 
1800 

2200 

2200 



Account 

9620 
9620 
9830 
9830 



Reserve for Encumbrances 
Reserve for Encumbrances 

Encumbrances 

incumbrances 



Debit 

$40,275 Op 
600 00 



Credit 



$40,275.00 
600 00 



# Appropriation Ledger 
Teachers' Salaries ... 
School Administrators' Salaries 
Supervisors' Salaries . . 
Physical and Mental Health Salaries . ... 
Other Certificated Salaries of District and 

County Administration 
Office of County Superintendent and District 

Administrative Personnel Salaries . . 
Office of County SupermtendenVand District 

Administrative Personnel Salaries 



$32,000.00 
1,600 00 
2,000 00 
125 00 

800 00 

600 00 

250 00 
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2300 
2400 



Clerical Salaries ^ $ 650.00 

Maintenance and Operation Salaries- • , 2,850.60 

To record salary encumbrance liquidations and adjustments for the month 
of July 



Posting the general Ledger* ^ The jouhial entry • for salary encumbrance liquidations and 
adjustments is posted to the General Ledger as usual. 

Posting the Appropriation Ledger Entries in the subsidiary Appropriation Ledger are made in the 
"Encumbrances" column uythe following exaijiple* 



J 



V 



Account 1 100 



APPROPRIATION LEDGER 
Teachers' Salaries 



Page 1 



Refer 



E ncum- 



E ncjmbered 



E xoended 



Lfriencum 
bered 



Date ' 


eru e 


at ions 


branr ps 


to date 


Expended 


to date 


balance 


7-1-73- 




$390,000 00 










$390,000 00 




0 

J5 


390,000 00 


$390,000.00 


$390,000 00 






0.00 


731 73 


J8 


390,000.00 




390,000.00 


$32,000.00 


$32,000 00 


32,000 00 Cr 




J 10 


390,000.00 


-32,000 00 


358,000 00 




32,000 00 


000 








APPROPRIATION LEDGER * 






Account 2200 




a 

District Administrative Salaries 
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'Unencu^ 




Refer 


Ap^ropr' 




E nc umbered 




. Experxled 


bered 


• Date 


enre 




brances 


to date 


Expended 


to date 


balance 


-7 1 73 


J3 


S3,600 00 










$3,600 00 




J5 


3,600 00 


$3,600 00 


$3,600.00 






tf-QO 


7 31 73. 


'J 8 


3,600.00 




, 3,600 00' 


$250 00 


$250 00 


250 00 Cr 




J 10 


3,600.00 


-250 00 


3,350,00 




250.00 


000 




J 10 


3,600.00 


-600 00 


27SD00 




250.00 


600 00 



The control account, Encumbrances, in the General Ledger can be proved by adding the totals of 
the "Encumbered-to-date" column in each of th« subsidiary Appropriation Ledger accounts. 

Recording Encumbrance Adjustments-Other than Salaries 

The amount of encumbrance to be adjusted or bquidated when vendor payments or other 
♦expenditures are recorded is the amourrt originally encumbered for the specific items. Thus, if a 
purchase order was originally encumbered for $1*00 bift the actual payment was S99.50, the original 
$100 encumbrance is liquidated. Partial payments onjp order are liquidated in the same amount as 
i originally incumbered for items being paid, and the o^nce of encumbrance is liquidated when the 
final payment is made. * 

Depending on the encumbrance method being used, the adjustments or liquidations are posted 
either directly from the purchase order as illustrated on page VI-21 or from a ^Purchase Order 
Liquidation Summary listing the purchase orders being paid. The same form caifbe used as that 
shown fpr the Purchase Order Encumbrance Summary on page VI-21. The warrant register form 
shown on page VI-28 might also be used to indicate liquidations of encumbrances by adding 
columns for purchase forder number, amount encumbered, and encumbrance classification-. 
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Here again it is true that with some machine systems it is more practical to liquidate all 
encumbrances: and to reencumber those that are outstanding after the paid items have been deleted. 
If an encumbrance amount is cancelled or changed because items ordered are unavailable or prices 
are changed, the adjustment is recorded in the same manner as the routine liquidations following 
payments. 

Preparing the journal entry The journal entry to record encumbrance adjustments lists the 
General Ledger and subsidiary ledger accounts and the amounts for each, as shown in the following 
example # 1 



Date 


AccoVnt 


Debit Credit 


7-31-73 


9620 Reserve for Encumbrances 


$6,245 00 




3830 Encumbrances 


$6,245 00 


Account 


Appropriation Ledger m 




4100 


Textbooks ... 


$ 350 00 


4300 


Instructional Materials and Supplies 


475.00 


4500 


^ Other Supplies 


1 ,620 00 


5500 


Utilities and Housekeeping Services 


1 ,300 00 


6200 


Building a^nd Improvement of Buildings 


2,500 P0 



To record encumbrance liquidations (other than salaries} for the month of July 

The journal entry fof ehciKnbrance liquidations (other) is* posted to the General Ledger in the 
usual manner , { y 

Posting the Appropriation Ledger Entries in the subsidiarv Appropriation Ledger are made in the 
Encumbrances column, as shown in the following example 



Account 4300 ^ 



APPROPRIATION LEDGER 
Instructional Supplies 



Page 1 







ri * t ' r 




7 =*- 

\ 

Vj dale E xp~r>ded 


» , d«j»<? 


balance 


1 1 73 


J3 


$2,500 00 








$2,500 00 


4 


J6 


2,500 00 


$750 00 


$750 00 




1750 00. 


731 73 


J9 


2,500 00 




750 00 $475 00 


$475 00 


1,275 00 




J 11 


2,500 00 


-475 00 


275 00 


475.00 


1,750 00 



Recording Other Adjustments 

* Changes, or adjustments, must often be made to entries recorded in the General Ledger and 
subsidiary ledgers. Some of the more common adjustments are cited in the following paragraphs. 
Recording adjustments to estimated income When information is received that income will 
^-CTK^ed the original estimate in the official budget, a new estimate of income is made, and }he 
increase is recorded in the General Ledger and the Income Ledger. The increase in estimated income 
i$ recorded as follows 



Date 
5 31-74 



Account 
8611 



Account 

9810 Estimated Income 

9710 Unappropriated Fund Balance 

Income Ledger 
Basic and Equalization Aid and Supplemental Support 

To record revised estimate of a state apportionment 



Debit 
$1,100 00 



Credit 
$1,100 00 



$1,100 00 Dr 



ERLC 
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/This entry increases the estimated income in the General Ledger and in the Income Ledger. It 
alsoVincreases the amount availably for appropriation as indicated by a credit, balance in the 
Unappropriated Fund Balance account. (Note that the enti^ simply records the amount available 
for appropriation. Actual appropriation may be made by governing board action only, as prescribed 
in Education Code sections 42610 and 42602.) 

When a revised income estimate indicates a decrease in amount of estimated receipts, the decjease 
is recorded in a similar manner, as follows. 

, Date Account ' Debit Credit 

5-31 74 9710 Unappropriated Fund Balance $1,10000 

9810 Estimated Income " ✓ " . $1,100.00 

Account income Ledger 

* 8611 Basic and Equalization Aid $1,100.00 Cr 

To record revised estimate of basic and equalization aid 



Note that when this entry is posted to the General Ledger, a debit .balance in the Unappropriated 
Fund Balance account usually results. A debit balance indicates that appropriations exceed available 
resources and is a warning that expenditures must be controlled so that thus amount remains as 
unexpended appropriations at the end of the fiscal year. 

Recording adiustments to appropriations Except when a revised appropriation budget has been 
adopted, adjustments involving changes in current appropriations vvhll have no net effect on'the 
General Ledger "Balances. 'Tfie VhTngeV'wiTl'affect" ogly'tfie Apprb^natj^ 

amount appropriated is not changed but is simply redistributed amongjthe appropriations accounts 

Date Account / Debit Credit 

10-30-73* 9820 Appropriations , $500 00 

9820 Appropriations $500 00 . 

Account Appropriation Ledger 

6400 New Equipment $500 00 Dr 

4800 Equipment Replacement 500 00 Cr 

To record appropriation transfers adopted 10-30-73 



Record trig adjustments to expenditures When information shows that ,an amount ^already 
recorded as an expenditu$e should be charged to som^other expenditure accottfit, the adjustment is 
made without net effect on the GenerahLedger., The expenditures portion of # the Appropriation 
Ledger will reflect the change, as in the following examples 

./ Date Account " ' Debit Credit 

11J6 73 9850 Expenditures * $25 00 

9850 Expenditures • $25 00 

Account t Appropnavon Ledger 

4100 Textbooks $25 00 Dr , 

4200 Other Books _ 25 00 Cr ' 

i 

To record correction of expenditures classification coding on wa* rant number 
12345,10 15-73 



\ _ . ' 

Date Account %~ Debit Credit 

11-30-73 9850 Expenditures $200.00 

9850 Expenditures $200.00 . 

Account Appropriation Ledger 

r 1100 Teachers' Salaries . K .... $200.00 Dr.. 

1300 Supervisors' Salaries 200.00 Cr 

To record portion of J. D. Smith's November salary as Teachers' Salaries , 
, because he substituted for A B.Clark 

Recording adjustments to Stores Adjusting Entries resulting^rom a stores operation are shown in 
the next example. When a physicakinventory reveals a stores overage or shortage, the amount must 
be recorded in the records, pie usual practice is to adjust the Stores-Inventory and the 
Stores-Overhead accounts. , * 

Da te A ccoun t Deb i 1 Credi t 

11-25-73 9210 Stores- Inventory ^ $75 00 

9210 Stores-Overhead $75 00 ' 

To record stores average per inventory of 1 1-15-73 

An inventory shortage is reflected by a similar entry, except that the debit and credit entries are 
reversed. 

Periodically, the Stores-Ovejhead account is cleared of its charges. This must be done at least 

material on hand in the warehouse ^nd available for issue. 

Clearing the Stores-Overhead account requires an entry to distribute the balance of this account 
. to the various expenditure accounts. One of several methods may be used for determining this 
distribution. Regardless of the method used, the entry is made as shown in the following example. 

Date Account Debit Credit 

6-30-74 9850 Expenditures X $1,500 00 

9210 Stores-Overhead - , . . $1,500 00 

Account Appropriation Ledger 

4300 Instructional Supplies ... $1,000 00 Qr 

4500 Other Supplies 500 00 Dt 

To distribute ware^o\se overhead expense for the fiscal year 



Closing the General Ledger 

The closing entries fall into two categories. The first category is the adjusting or the accrual of 
certain balance ^jpet accounts. The secohd category is the closing of -all budgetary and opetating 



accounts, f * v 

determining the adjuring entries Adjustments of prior year accruals may become necessary 
because of errors in estimating the. amounts to be accrued or changes resulting from information 
available at a later date. 

At year-end, amounts of income or transfers from other districts due and not yet received are 
determined ajKTrecorded in the current fiscal year. However, monies due from tax delinquencies are 
not included, because tax income is recorded on a cash basis. Only those amounts that can be 
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reasonably determined are recorded. The amount recorded as Accounts Receivable must agree with 
the report filed with the county superintendent of schools. 

- Those amounts that are due and receivable from other funds of the district are recorded as Due 
fromt)therFtrnil$ rather than as Accounts Receivable. 

Accounts Payable or Current Liabilities are amounts due but unpaid at year-end for goods and 
services received during the year. The amounts set up as current liabilities must agree with the 
report sent to the county superintendent of schools. 

Those liabilities that are due and payable tp other funds of a district are recorded as Duetto Other 
Funds, rather than Current Liabilities. 

If the district maintains a Stores account, refer to Part V of this manual for information. 

IP the proration for prepaid expense items is made at the time of the expenditure, no further 
action is* necessary at year-end. The prepaid expense proration schedules should be checked at this 
time. If there iSyan error to be corrected or ajvadjustment to be made, the debit or credit will be 
made to the Prepaid Expense account and the offset to the appropriate expenditure account. 

The Reserve for Working Capital account is adjusted to reflect the net increase r or decrease during 
tfie year. ^ 

The total amount of the General, Reserve a^counns closed to Unappropriated Fund Balance, 'the 
tbtal amounts in the Income and Estimated Income accounts are closed to Unappropriated Fund 
Balance, and the total amounts in the Appropriations and Expenditures accounts are chpsed to 
Unappropriated Fund BSlance. 

Gosing Accounts Recenable and Accounts Payable accounts The closing entries are made as 
follows . , * 



73a te' 1 * Account 



6-30-75 



9160 
9710 



Debit 



Credit 



Accounts Receivable 

Unappropriated FunoV Balance 

To close additional Accounts Receivable collections 



6-30-75 9710 Unappropriated Fund Balance 
9160 'Accounts Receivable 

To close unrealized Accounts Receivable collections 



6-30-75 



6-30-75 



9710 
9510 



9510 
9710 



Unappropriated Fund Balance 
Accounts Payable 

To close additional Accounts Payable payments 

Accounts Payable 

Unappropriated Fgnd Balance 

To close overestimated Accounts Payable payments 



When account^ are dosed, the General Journal entries are made as illustrated in the following 
examples: " 



Date Account 



TO CLOSE "mt GENERAL RESERVE ACCOUNT 

Debit 



Credit 



6-30-74 9630 General Reserve 

9710 Unappropriated Fund Balance 

To close the General Reserve account 
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TO CLOSE ESTIMATEDJNCOME AND INCOME 



Date 
6-30-74 



Account > 
8110 
8210 

% 8611 
86*16 
8622 
8811 
8812 
8880 
8920 



Account 

9840 
9710 
9810 • 



Debit 



Credit 



Income 

Unappropriated Fund Balance 
Estimated Income 



Sabs/diary income Ledger 
Maintenance and Operation (Public Law 81-874) 
National Defense Education Act 

(Public Law 85-864) 

Basic Aid and Equalization Aid 

Educationally Handicapped . . . 

Transportation , : 7 

District Secured Tax Roll 

District Unsecured Tax Roll *. . 

"Miscellaneous Funds" , , 

Other Tuition 



To close Estimated Income and Income to Unappropriated Fund Balance 



TO CLOSE APPROPRIATIONS AND EXPENDITURES— — — - - 



...Bate- 
6-30-74 



9820 
9850 
9710 



Debit 



Appropriations 
Expenditures 

Unappropriated Fund Balance 



Account Subsidiary Expenditures Ledger 

1 1 00 Teachers' Salaries 

1200 . School Administrators' Salaries 

1300 Supervisors' Salaries 

1400 Librarians' Salaries 

1500 1 Guidance, Welfare, and Attendance Salaries. . . 

1600 Physical and Mental Health Salaries 

1700 Superintendents' Salaries 

1800 Other Certificated Salaries of District and County 

^dminKtration 

1900 Other Certificated Salaries 

2100 Instructional Aides' Salaries . . . * 

^200 Offices of County Superintendent and District 

Administrative Salaries 

2300 Clerical and Other Office Salaries 

2400 - Maintenance and Operation Salaries 

2500 Food Services Salaries , 

2600 " Transportation Salaries 

.2900 Other Classified Sslarjes 

3100 . State Teachers netirement System Fund 

3200 Public Employees' Retirement Fund 

3300 'Old Age, Survivors, Disability 'and Health Insurance 

3400 Health and Welfare Plans i 

3600 Workers' Compensation Insurance . 

4100 Textbooks. 

4200 Other Books ' 



Credit 



$300,000 

20,000 
25,000 

1,500 
10,000 



5,000 
1,000 
2,000 

3,600 
7,000 
36,000 
5,000 
5,000 

500 
11,900 
2,000 
t*,500 

900 

900 
2,000 

500 
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4300 Instructional Materials and Supplies 

4500 Other Supplies 

480Q • Equipment Replacements . . . 

N 5100 Contracts for Personal Services of Consultants, 

Lecturers, and Others » 

5200 Travel and Conferences Expense Reimbursement . . . 

5300. Dues and Memberships r v 

5400 Insurance 

5500 Utilities and Housekeeping Services 

5600 . Contracts, Rents, and Leases 

5700 • Legal, Election, and Audit Expenses 

5800 Other Services and Expense 7 ' 

5900 Interprogram Charges «md Credits 

6100 ~* Sites* and Improvement of Sites 

6200 Buildings and Improvement of Buildings 

6300 Books and Media for New'or Expanded Libraries .... 

w 

6400 New Equipment 

7200 Outgoing Tuition . . * , . • 1 



Y500 
800 
' 6,000 

500 
300 
•200 
1,000 
5,000 
4,500 
500 
4,500 
0 

2,500 
22,500 
1,500 
7,800 
30,500 



Prepaid Expenses 

* 

Cash is often disbursed by school districts for services or materials, a portion or all of which 
^actually applies to a future fiscal period other than that in which the cash disbursement is made. 
The most compion such disbursement is for insurance, the full premium of which is paid 
immediately, but' the coverage of which extends into future school years. Were the entire premium 
charged to»the year in which the premium is paid, expanses for such a year would be overstated, arid 
a comparison with years in which such premium was not paid would become invalid. For the 
purpose, therefore, of including expenditures bl the year that the services or materials were 
received, it becomes necessary to accrue as an asset the amount of cash disbursed for an item 
allocated to a future year. — 

When the cash disbursement for an item as discussed above is made, it is necessary to crediHhe 
ca?h account for the full amount of the disbursement. The debit must be split to two accounts, that 
portion which applies to the current school year being charged to current year expense appropriate 
to the, item, and the remaining portion applicable to a future year charged to the asset account 
entitled Prepaid Expenses, as in the following example: 



General Ledger 
Dave Account 



1 15^73 



9850 
9220 
9110 



Debit 

Expenditures - $100.00 

Prepaid Expenses 400.00 
Cash in County Treasury \ 

To record payment of a five-year insurance policy, one year of 
which applies to the current year 



Appropriation Ledger 
Date Aetount 
7 15 73 /5400 Insurance 



Debit 
$100 00 



To record payment of a five year insurance policy, one year of 
which applies to the current year 



Credit 



$500 00 



Credit 



36 
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At the end of the 'school year when the books are closed, the asset account, Prepaid Expenses, is 
included with other, ending balances and becomes a part of the beginning balance for the next 
school year. 

After the books are opened for the next school year, it necessary to determine whether all or a 
portion of Prepaid Expenses applies to the current. year. This amount must be charged to the 
appropriate expense account of the new year, leaving as a remainder in the asset account any 
amounts not yet Applicable. These, in turn, must be- carried over as Prepaid Expenses, to the next 
school year. To facilitate determination of the amount to charge to a'year other than that in which 
the original cash disbursement was made, it is good practice to prepare 3 schedule of amounts and 
periods applicable at the time when tHe original cash disbursement is made, as shown in the 
following example: 



PREPAID EXPENSES SCHEDULE 



Ddte 


f 

Policy 
number 


jZarner 


Overall 
total 


Analysis of total applying to each succeeding year 


Situ 
yeay 


— SeGw3 — - 

year 


T-frtfd 

year 


Fourth 
year 


Fifth 
year 


7 15 73 






$400 00 


$100 00 


$100.00 


$100 00 


$100 00 - 





This schedule is retained for reference at the time of a future year charge-off to ensure that the 
correct amounts are charged to each succeeding year in which a benefit is received. The preceding 
schedule would be up^ted at the beginning of each school year by reducing the control total by 
the amount of the first ^year succeeding, which is charged to expense, and by moving each figure in 
the next several columns one column to the left. . ~~ 

To charge off the portion applicable to a new year at the beginning of that year, a journal entry is 
made, with the debit to the appropriate expenditures account and the credit to Prepaid Expenses. 
This should be one of the first entries. 



Accounting for Stores 

For those school districts that maintain central stores of materials, it would be inappropriate to 
charge the amount of cash disbursed for stores as an expense for any gjveh year. Instead, it is 
necessary to charge as expense only the ,value of \ht stores issued during each year. The value of^ 
stores paid for but not issued must be accrued as-an asset to become a part of the ending balance at 
the close of the school year. The same amount in turn becomes a part of the beginning balance of 
the new year when the books Tor the new year are opened. 

Unless a Stores , Revolving Fund has been established in accordance with provisions in the 
Education Code, payments for stores are made from the General Fund, with the debit to stock 
purchases within the Stores account and the credit to Cash, as in the next example: 



Journal Entry y 

Date Account 

9 1 T 73 9210 Stores, purchases forftock, 
91 10 Cash in»County Treasury 

To record supplies purchased for stock 



Debit 
$55 10 



Credit 
$55.10 



ck is is 



, When stock islissued, an entry must be made crediting stock purchases within the Stores account 
and debiting tpe appropriate expense account. This may be done by posting detailed requisitions to 
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a .special journal, t|je accumulated total of yhich is posted to the General Ledger at monthly 
intervals. Such posting is shown in the following examples: * K 



Stock Issued Ledger 



Date 

9 7 73 
9-9-73 
9-10 73 
9-27 73 



Requisition 
number 

12501 
332 
2661 
32 



School 

Roosevelt 
Garfield - 
Washington 
Wilson • 



Account 

4300 
4500 
4500 
4300 



Instructional Materials and Supplies. . : . . 

Other Supplies 

Other Supplies 

Instructional Materials and Supplies . . 



$ 2.72 
7.66 
12.01 
19.43 



Monthly Journal Entry 

Date Stock Issued Ledger 

9-30-73 4300 Instructional Materials and Supplies 

•4500 Other Supplies 
.9210 Stores, withdrawals from stock 



Debit 
$22.15 
19 67 



e?L 



To record withdrawals of stores for the month of September^ 97 3 



Stores: Ledger 

Overhead 
Date reimbursed 

9 11-73 v 
9 30 73 



Overhead 
' expense 



Stock £r 
purchases 

$55.10 



Stock 
withdrawals 

$41.82 



Credit 



$41 82 



Total 
stores 

$55.10 
13.28 



In the event that a Stores, Revolving Fund has been established, a warrant must be^ drawn on the 
General Fund payable to the Revolving Fund in the amount of the total withdrawals in lieu of the 
journal e$try just given; but the accounts are otherwise the safhe. 

To extend tne value of stock issues, the most common practice js to compute an average price 
each time new stock is received and to use this average price for extending all requisitions prior to 
the next receipt. The data necessary to compute an average price is accumulated by maintaining 
perpetual stock records for each it^rjj^carried in the warehouse. Part V of this maAual contains 
detailed information about methods of maintaining perpetual stock records. 

Certain expenses, other thaij^tbe disbursement of cash for stock, are usually incurred in the 
operation of a warehouse. 'Examples of such expenses are the salaries of warehousemen or 
deliverymen, utilities, rented space, and vehicles. If stores are accounted for in the General Fund, 
these other expenses may be distributed directly to the appropriate expenditure accounts or 
charged to overhead expense. IE a Revolving Stores Fund has been established, these other expenses 
would be charged to overhead expense within the Stored account in the revolving fund rather than 
in the General Fund. Eventually it will be necessary to prorate these expenses to the appropriate 
expense accounts. Expenses may be prorated either at the time issues are made or by the end of the 
year, the basis ursed is the distribution chaise for stock withdrawals. 

One method of distributing overhead incurred in operating a stores warehouse is to add to the 
average cost of each item requisitioned a fixed percent (overhead) that is sufficient to cover all 
operation expenses. This method of distributing overhead allows the total warehouse operating 
costs to be distributed to applicable expenditure? accounts by the end of the year. Any surplus or 
deficit in the net total\)f the two remaining overhead accounts is then prorated and distributed 
. among the liable expenditure accounts. 

If overhead is not dislfibuted along with the stock issues, then some means for eventual 
distribution of overhead must be maintained. This may be done by keeping a running analysis of 
withdrawals by classification of the expenditure accounts to which tjie charges are being made. The 
totals are converted to percents of the total withdrawals at year's end, and the total overhead 
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expense incurred in-operating the stores warehQuse is distributed to expenditure accounts on the 
ba^fe Iff these per^nta .When a cpnstant percent is added to fssues in accounting for the above 
entries, the debft of *tft^total amount; including! >the percent for overhead, is charged to the- 
ap/propriate^fenditure a^unt. The 'credit, however,.must be split between actual value of the 
* items of sjOck withdrawals (co?h>uted at the latest average" price) andrhe amount thai was obtained 
by, extending that value by the* constant percent to coyer overhead reimbursed^ to the Stores 
account^ For this purpose an overhead reimbursed account should be maintained within the Stores 
account. At the end of the year, the total charges Jo overhead expense will be available separately 
from the credits to overhead reimbursed. For the -following year, percents may be adjusted to* 
reduce differences between the overhead amounts expended [and reimbursed. Any differences 
befcveen these two accounts at the end of the year must be charged or credited as the case may be 
to appropriate expense accounts according to'the value of items issued. 4 # 

' ' k As mentioned in Part V of this manual, an actual physical inventory should be taken at least once 
annually; and a comptoson should be made between thecontrol count on*he perpetual inventory 
and the actual countA At this time any difference should be adjusted by charging or crediting' 
overfiead expens<f byytfie value of any ^difference in the quantity on hgnd, with the offset to stock 
withdrawals. If at any time the warehouse is. unable-to complete a request because of. insufficient 
stock, an indication of how much was actually issued should be noted on the requisitfcn. This will 
make nossible a simple check of agreement with the perpetual inventory on .that item, since the 
account will now be zero, or very fcn^U, Inventory variations discovered at such times should be 
accounted for when convenient, but no later than the end of the year. 

Specifically, lMhe Stores account is maintained l^the General "Fund, the net va£iE&f the 
inventory will be reported^ Part 1 of the Annual Financial and Budget Report, both alffrending 
balance for the current year and as'a beginning balance for the new year if a warehouse Revolving 
Stores Fund account has been -'established, the net value^of the inventory will be e fibred on Part IX 4 
, of the Annual Financial and Budget Report, which is for special funds* List the aqjlftts as "stores" 
for both beginning and ending balances. Expenditures for operating, pilrposes^^Ke zero in all 
cases, since these expenditures are accounted for in the General Fund. Shojold adJponal capital be 
added to 4he fund resulting from an increase in average daily attendanc^he iri?reased capital is 
accounted, for as a transfer expense on - thfc General Fund and a transfer Income on the Revolving 
Stores Fund. Conversely, should some portien of the. capital funds beTetutaed to the General Fund, 
.the amount returned is a transfer expense on the Revolving Stores Fund and a transfer income on 
the GeneraFFuntl 

In the event that the Revolving Stores Fun?i is established as a common fund of two or more 
districts, duplicate Annual Financial and Budget. Report fcfrlns (Part IX) are prepared for inclusion 
with the.budgets <5f each coo\vn6r of the fund. An indication is made showing the percent of equity 
o/ each co-owning district according to the value of its initial cash.and inventory contributions to 
tyt established fund. * 

f When the Revolving Stores Fund is established initially, the transfer expense accom^m the 
-General Fund is in thp amount of cash plus inventory contributed to the fund. In this year the 
General Fund will show the value of Stores as a beginning balance but will stfbw no ending balance. 
. The Revolving Stores Fugd of the First year will show no beginning balance -but will show a transfer 
Income in the total value of cash plus inventory received and an ending balance of Cash and Stores:, 

' General Ledger Accounting for Building Funds 

Bwfcipg funds are used to account for the receipt and disbursement proceeds of the sale of bonds 
aiKhorized by election and issued by a school district under Education Code Section 15100. The, 
major expenditures in a school district building fund are felated to the purchase and ^improvement 
of sit^Tflonstruction and modification of buildings, and the purchase of equipment. 



The accounting entries described earlier in this section for appropriations, expenditures, and 
encumbrances are found in the building fund. However, there are some accounting features in tfcis 
fuird that are not foun^i in other funds. ■ , 

To illustrate the accounting for a building fund, a series of typical transactions and entries in 
summary form is giverf^s follows:^ i 
\ 

1. An issue of bonds totaling 55,000,000 is authorized by the voters for the purchase of sites and 
the construction of buildings. • m % 

Serial Bands Authorized-Unisslbd t $5,000,000 fe s • 

* ^ Reserve for Unissued Bonds $5,000,000 

2. The full i^sue is sold to the Bank of America. 

CasV^kytfit'y Treasury $5,oqO,000 
• j , ^^fe 6 ^' 6 ° f B ° ndS $5,000,000 

Reserve Wiissued Bonds $5,000,000 

♦Serial Ands Authorized-Unissued $5,000,000 

Estimated Soco me $6,000,000 

Appropriations „ , ' , $5,000,060 

- NQTL Because contracts cannot be let until funds are available, appropriation authority is withheld unl^ 
bonds are sold ^ . 

3. Constriction contracts and agreements to purchase sites are made in the amount of. 
. • $4,900,000. • 

^ Encumbrances - $4,900,000 

Reserve for Encumbrances . $4,900,000 

I 

4. Other costs, not encumbered, are paid in the amount of $20^000. 

Expenditures f $20,000 

Cash ' - $20,000 - 

5. Construction contracts and agreements to purchase sites, previoifSfy encumber^, are paid in 
the amount of $4,91 0,000. • * 



Reserve foj>Encumbrances " 1 * / $4,900,000 

% Encumbrances r $4,900,000 
Expenditures ^$4,910,000 

Cash * $4,910,000 

6. An entry is made to close Expenditures into Appropriations. 

Appropcjations - ^ $4,930,000 



y , Expenditures y , . $4^930,000 

• . • > > \ *< 

— 7. An entry ism5d£ to-cttfse Income into Estimated Income 1 . 

% 

Income-Sale of Bonds * $5,000,000 

\ Est>«ated Income „ $5,000,000 

1 8. Art entry is made to close Appropriations into Unexpended Fund Balance. 

Appropriations , $70,000 

v " ^Unexpended Fund Balance 0 \ ,$70,000 ^ 
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Accounting Terminology 



Aijdtement The return of part or all of an item of 
income or expenditure to its source during the 
current fiscal year. 

Accounting period. A period of time -for which 
records are maintained and at the end of which 
financial statements are prepared covering the 
period. 

Account numbers or letters. Nuhibers and/or let- 
ters assigned to the ordinar^titlefc of accounts 
fqj classification of accounts, and ease of 
reference. 

Accounts payable. Amounts due art! owed to 
private persons, business firms, governmental 
units, or others for goods received' and services 
rendered prior to the end of the fiscal year 
Includes amounts billed but not paid. 

Accounts receivable Amounts due apd owed from 
private persons, business_,Jjj?nlsr^governmental 
units, or others for goods received and services 
rendered prior to the end of the fiscal year. 
Includes amounts billed but not received. 

Accrual basis That 'method of accounting in which 
income is recorded when earned, even though 
not collected, and <xfi£jiditures are recorded 
when the liabilities are incurred but noy^t 
paid. ^* 

A3 valorem tax A tax based on a percent of the , 
value of goods or services; . * 

Allocation. Division or distribution according to a 
predetermined plan. , 

Allowance. A provision ,fcr Valuing an asset at net, 
such as an allowance for bad debts. This valua- 
tion account will net accounts receivable to 
reflect collectable receivables. 

Allowances. Sums granted as reimbursement for 
expenses or services rendered, 

Apportionment. Allocation. of state or federal aicl, 
district taxes, pr other monies among school dis : 
tricts or other governmental units. 



Apportionment notice ^ A document -notifying 
school districts when monies have been depos- 
ited with the county treasurer. 

Appraisal. An estimate of {Property value made by 
the use of systematic procedures based upon 
physical inspection and inventory, engineering 
studies, and other economic factors. 

Appropriation An allpcation of budgetary funds 
made by the governing board for specific pur- 
poses and limited as to the time when it may be 
expended. 

Appropriation for contingencies (formerly termed 
undistributed reserve}. That portion of the cur- 
rent fiscal year's budget that is not appropriated 
for any specific purpose but is held subject to 
intrabudget transfer; i.e., transfer to other spe- 
cific appropriations as needed during the fiscal 
year. 

Appropriation ledger A record containing an 
account with each item, allocated or budgeted. 
Such accounts usually shQw the amount origi- 
nally appropriated, transfers to or from the 
appropriation, amounts charged against the 
appropriation, the encumbrances, the unencum- 
bered balance, and other related information. 

'Assessed valuation Value placed upon personal 
and real property by a governmental unit for 
taxation purposes. ^ 

Assets Anything owned that l^as value -tangible or 
intangible. (See also current assets and fixed 
assets ) 

Audit An examination of documents, records, and 
accounts for the purpose of ( Determining the 
propriety of transactions; (2) ascertaining 
whether all transactions are recorded properly; 
and (3) determining whether statements drawn 
from accounts reflect an* accurate picture of 
financial operations and financial status. 
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Available cash Cash on hand or on deposit in 
given fund that Is ynencirmbered and can be uti 
/ lized for meeting current obligations. 

Available surplus ' That portion of the excess of 
assets over liabilities ^iot obligated, for current 
appropriations or for restricted purposes. (See 
^so unappropriated fund balance') . - ' i 

Average daily attendance (ad$) Total approved 
days of attendance in the school district divided 
by the number of days the schools in the district 
are in session for at least the required minimum 
day. (Refer to Education Code Section 46300 
and California Administrative Code; Title 5. 
Education, sections 400 -^Jfin) 

Balance sheet A statement thatshows assets, liabil- 
ities, reserves, and fiind balance or fund deficit 
djf an entity at a specific date and is properly 
cta&ified to exhibit the financial condition of 
the entity as of that specific date. 

Bond A certificate containing a written promise to 
pay a- specified sunTof money, called the face 
value, at a fixed time in the future, called the 
date of maturity, And specifying interest at a 
fixed rate, usually payable 'periodically. ^ 

Bond discount The excess of the face value of a 
bond over the price for which it is acquired or 
sold. (The price does not include accrued inter- 
est at the date of acquisition o^sale.) 

Bond interest and redemption fund A, fund estab- 
lished to pay bond interest and liquidate indebt- 
edness when, due and payable. 

Bomf premium The. excess of the price at which a 
bond is acquired or sold over its fpce^alue. (The 
price does not include accrued interest at the 
date of acquisition or sale.) • * 

Bondecf debt That portion of indebtedness repre- 
sented by outstanding bonds. 

Bonded debt \er\u e+ Expenses incurred for interest 
and redemption of bonds. - 

Bonds authorized and unissued Legally authorized 
bonds that have not been sold and that may be 
sold without the necessity of holding another 
election. 

hudgqt A plan of financial operation consisting of 
an estimate of propbsed income and expendi- 
tures for a given period and purpose. • 
Budget document The instrument used by the 
v budget-makjng authority tp present a compre- 
hensive financial program of the governmental 




a^^Uwit. It includes a balanced stafem&rtt^pvK 'eve- 
ijiues apd expenditures as well as other exhibits 
to report (1) the financial condition of the s^v- 
s . eraf funds of the governmental unit at the end of 
, < the preceding completed fiscal period: (2) the 
.estimated condition of the funds at the end-of 
t1»Jlsc&l period in progress, and (3) the esti- 
rmqjd condition of the funds at the close of the 
ensuing fiscal period based on the financial pro- 
, posals contained in the budget document. 
Budgetary accounts Accounts that reflect budget 
✓ operations, i.e., estimated income, ' appropfia- 
f tions, and encumbrances^distinct from the pro- 
prietary accounts. * « 
Budgetary control The management of business 
affairs in accordance with^an approved plan of 
estimated income and expenditures. 
Budgeting The process of allocating the available 
resources of an organization among potential 
activities to achieve the objectives of the organi- 
zation, planning for the use of resources. 
Budding JuncJ A fund established to control the 
income and expenditures related to the purchase 
and maintenance of school buildings, sites*, and 
equipment. 

Cafeteria account tfeceipjs and disbursements of 
the cafeteria function that are processed through 
a bank! 

Cafeteria fund Receipts and disbursements of the 
cafeteria function that are processed t^roughtVie 
county treasurer. • / 

Capitol assets See fixed 

Capital outla\ Amounts paid for the acquisition 'of 
fixed assets or additions to fixed assets, includ- 
ing land or existing builcftngs, -improvements of 
grounds*- construction of buildings; additions to 
buildings, remodeling of buildings, or iititial and 
additional equipnfent. 
Casll Currency, checks, postal and express moneys 
orders* and banker's drafts on hand or on deposit 
with an official or agent designated as custodian 
of cash, and bank deposits. Any restriction or 
limitations as to ,the availability of casy^should 
be indicated. y 
Cash advance Cash apportioned in advance of the 
usual apportionment period. 



Cash basis Method of accounting in which income 
and expenditures are recorded orTly when cash is 
actually received or disbursed. 
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Cash .collections awaiting deposit, Receipts on 
hand or monies in a bank clearing account await-" 
iiag deposit in the county treasury. 
' Cash discount An allowance made on a purchase if 
paid within a stated period. (The termns not to 
be confused with trade discount.) ^>s^ 

Cash in bank Balances in separate bank accounts 
such as student body accounts, adult education 
incidentals, school farm accounts, and cafeteria 
accounts? 

Cash in county treasury Cash balances on deposit 
in the county treasury for the various funds of 
the school districts. 

Chart of accounts' A list of accounts, systema to- 
tally, arranged, applicable to a specific concern. 
All account names and numbers, if any. are 

, listed in order. 

Chec k A bill of exchange dfawn on a bank payable 
on demand, a written order on. a bank to pay on 
demand a specific sum of money to^a named 
person, to his order, or to bearer out of money 
on depqsit to the credit of the maker. A check 
differs from a warrant in that a warrant is nq>t 
necessarily payable on demand and may not be 
negotiable, it differs from a voudier in that a 
9 voucher is not an order to pay. A voucher-check 
combineMhe distinguishing marks of a voucher 
and a cneck. it shows the propriety of a pay- 
ment and 1$ an order to pay. 

Child development tiind A fund established to 
control the financial operations of children's, 
.centers. 

Classification Tfie naming or identification of an 
item or a category . such as the designation of tllte 
"particular account into "which a receipt or expen- 
diture is to be recorcled, or the separation of data 
into acceptable groupings so that financial facts 
can be stated more accurately. 

Clewing accounts Accounts used -to accumulate 
total receipts or expenditures for laterdistnbu- 
tion among the accounts to which suqji receipts 
or expenditures ( are properly allocable or Jor 
recording the net differences urfder the proper 
account /See also rex oh nig cash fund, prepaid 
expenses, and pett\ cash ) 

Code (]) A distinguishing reference number or 
symbol. (2*) A statement of the laws of a specific 
t field, e.g.. Education Code, Penal Code. Civil 
Code, and Labor'Code. 



f • 

Collier Factor A ratio developecKjor each county 
by the State Board of Equalization for the pur- 
pose of adjusting to the statewide average the 
aiprased value of the local property rolls in rela- 
tion to the market value thereof. 

Contingent liabilities Items that jnay become* 
liabilities jis a result of conditions undetermined 
at a given date, e.g., guarantees, pending law- 
suits, judgments and apfpeals, and unsettled dis- 
puted claims. 

Contracted services Expense of services rendered 
under contract by personnel who are not on the 
payroll of the school system, i?ftludin| all related 
expenses covered by the contract. 

Controlling account A summary account, usually 
fnaintained in the general ledger, in Which is 
entered the aggregate of the debit and the credit 
postings to a number of identical, similar, or 
related accounts called subsidiary accounts. Its 
balance equals the sunl oFthe balances of the 
detail accounts. 

Cost The amount of money or its equivalent value 
paid or agreed- to be paid for propertN or, ser- 
vices. Costs may be incurred even before money- 
is paid, that is. as soon as a liability is assumed. 
Ultimately,' however, money or its equivalent 
must be given in exchange The cost of some 
property or service - mav in turn become a part of 
the cost of another property or service. For 
example the uM of materials will he reflected 
in the co^t of articles made from sUch materials 4 

Counli School Serine Fund fC.S.S F.). A fund 
established to control the financial' operations of 
the office^jo f c q ujU$ superintendents of schools. 

tredi^ right side of a double-entry posting. 
The credi.t will reduce assets ^ n d expenditures 
and increase-liabilities, income, and fund balance. 

Current assets Assets that are available or can be 
made readily available* to meet the cost of oper- 
ations or in pay current Jiabilities. 

Current expense of education The current general 
fund operating expenditures of a school district 
for kindergarten and grades one through twelve 
excluding expenditures for food services, com— 
munity services, facility aquisition and construe- * 
lion, and object-classifications 6000 and 7000 
(except 7^5Cl Current Lxptnse jor Regional 
Occupational Centers or Regional Occupational 
Programs) 




VII 3 



4 



Current liabilities Amounts due and payable for 
goods and services received prior to the end of 
the fiscal yearlCurrent liabilities should be paid 
.within a relatively short period of time, usually 
within a year. 

Current loans A loan payable in the same fiscal 
year in which the money was borrowed. 

Debit The left side of a double-entfy posting. The 
debit will increase assets and expenditures and 
reduce liabilities, income, and fund balance. 

Debt limit The maximum amount of bonded debt" 
for which a school district may legally obligate 
itself. 

Debt sen ice Expenditures for the retirement of 
. debt' and for interest on debt, except principal 
and interest on current loans. 

Deferred c/rarges Expenditures not chargeable to 
the period in which they are made bu\ set up as 
assets to be eliminated by charges as expendi- 
tures in subsequent periods. 

Deterred income Income unearned in a given 
period* but set up as a liability to be included as 
income earnecfcin subsequerrrpenbds. 

De'th it Excess of liabilities over assets 

Delinquent taxes Taxes remaining unpaid after the 
close of the year in which levied (JSee also prior 
\ ears' taxes, in-most cases the pwferred term ) 

Depreciation Estimated loss in value or service life 
of fixed assets because of wear and tear through 
use, elapse of time, inadequacy, or obsolescence. 

.Designated jncome Income received for a specific 
purpose. 

Development Center for Handicapped \tinors 
hufid A fund established to control the finan- 
ciaF" operations of development centers for 
handicapped n\nons. ' 

Direct expenses or costs Expenses* that caj) be 
separately identified and charged as a part of the 
cost of a product, service, or department. 

Direct support \ /targes Charges for a support pro- 
gram and service* that directly benefit other 
programs: 

Disbursements Payments by currency, cjfieck,, or 
warrant. (The term is not synonymous with 
expenditures ) ^ 

Double entrx A system** of bookkeeping that 
requires an amount credited for every corre- 
sponding amount debited. Thus, the double- 
entry ledger maintains equality of debits and* 
credits. 



Earned interest income A sum of money received 
or due to be received for the use of money 
4 loaned or invested, * 

Employee benefits Amount^ paid by the school 
system on behalf of employees, these amounts 
are not included in the gross salary, but are over 
and abcrve. They are fringe benefit payments; 
and while not paid directly to employees, they 
are nevertheless a part of the gqst of salaries and 
benefits. Examples are f 1) group health or life 
insurance payments, (2) contributions to em- 
ployee retirement, (3) 0. A. S.D.I. (Social Secu- 
rity) taxes, (4). worker's compensation pay- 
ments, and (5) payments made to personnel on 
sabbatical leave 

Encumbrances Obligations in the form of purchase 
orders, contracts, salaries, §nd other . commit- 
ments chargeable to an appropriation for which 
a part of the appropriation is\reserved. 

Endowment fund A fund fronr which the income 
may be withdrawn but the principal sum of 
whUrh must 'remain intact or^e accounted for in 
accordance with the terms of t Intrust docu L 
ment. 

Entitlement An estimate of an apportionment 
based on specific qualifications, 
; * Estimated inc ome Expected receipts or accruals of 
monies from revenue or nonrevenue sources dur- 
ing a given period. 

Expenditures Amounts paid or liabilities incurred 
for all purposes. Accounts kept on an accrual 
basis Include all charges whether paid or not. 
Accounts kept on a cash basis will include only 
actual cash disbursements. (See Part III of this 
manual.) ' 

Fac'e xalue As applied to securities, the amount* 
stated in the^security document. ' 

Fles Amouhts collected from or paid to individ- 
uals or groups for services or for us^of school or 
other facilities. 

Fidelity bond A form-of insurance that provides 
for tlfe indemnification of the school district ©r 
other employer for losses arising from'the theft, 
or dishonesty of employees. 
■ A Fiscal year A period of one year, the beginning 
and ending dates of which are fixed bystatute* 
in California, the period beginning .July 1 and 
ending June 30. 

Fixed assets Assets of a permanent character having 
continuing value, e.g., land, buildings, machinery, 
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furnitufe, and equipment. The term capital assets 
is sometimes used in the same sense, but fixed 
assets is preferred. 
Full-time equivalent The ratio of time expended in 
a part-time position to. that of a full-time posi- 
tion. The ratio is derived by dividing the amount 
of employed time required in the part-time posi- 
tion by the amount of employed time required 
in a corresponding full-time position. 
Function An ,act, service, or group of services 
proper to a person, tiling, or institution and 
aimed at accomplishing a certain end. 
Functional accounting A system of accounting in 
which records are maintained to accumulate 
income and expenditure data by purpose and 
usually are further classified within generalized 
'functional areas such as instruction, administra- 
tion, or operations. 
Fund A sum of money or other resources set aside 
for the purpose of- carrying on specific activities 
or attaining certain objectives in accordance 
. with special regulations, restrictions, or limita- 
tions. A fund is a distinct financial or fiscal 
. entity.^ 

Fund balance The difference between assets and 
liabilities. 

Funded debt See bonded debt, the preferred term*. 

General fund The fund used to finance the ordi- 
nary operations of the school district. It is avail- 
able for any legalK authorized purpose. - 

General ledger A book, file, or other device in 
which accounts are kept to the degree of detail 
necessar\ to summarize the financial transac- 
tions pf the school s\stem. General ledger 
accounts may be kept for an> group of items of 
receipts or expenditures on which an administra- 
tive officer wishes to Maintain a close check 

General purpose tax rate Tax rate authorized by 
legislative statute or by an election held in the 
school 'district for the purpose of acquiring tax 
income for the general operation of thfe school 
district. 

General reserve An account to record the reserve 
budgeted to provide operating cash in the suc- 
ceeding fiscal year until taxes and state funds 
become available. 

Gift Anything of value received from any source 
for which no repayment or service to the con- 
tributor is expected. * 



Grade level Assigned classification of pupils 
. according to age antTpmgress, e.g., kindergarten, 
first grade, and so forth. 

Grant A contribution, either in money or material 
goods, made by one entity to another. Grants 
may be for specific or general purposes. 

Grants-in-aid Outright donations or contributions, 
usually by a superior governmental unit, without 
the prior establishment of conditions with which 
the recipient must comply. 

Holding accounts Suspense accounts used tempo- 
rarily to accumulate costs that will ultimately be 
charged to other using programs. 

Income Revenue and nonrevenue receipts. Reve- 
nue receipts are additions to assets for whicli no 
obligations are incur^d. Nonrevenue receipts are 
receipts of money in exchange for property of 
the school district or for which the district 
incurs an obligation 

Indirect expense and oxerhead Those elements of 
indirect cos^ necessary in the operation of the 
district or in the performance of a service that 
are of such nature that the amount applicable to 
each accounting unit cangot be separately iden- 
' tified. , ' 

Indirect support charges Routine services not per- 
formed as a special service for a particular pro- 
gram but allocated to using programs. 

/// lieu oj taxes Income to replace the loss of tax 
revenue resulting from propert> exempted from 
taxation. : 

Interest A fee charged a borrower for the use of 
money. 

Interfund accounts Accounts in winch transac- 
tions between funds are reflected 

Interfund transfers Mone> that is taken from one 
f fund under the control of the governing hoard 
and. added to another fund under the board\ 
control Interfund transfers are not receipts or 
expenditures of the school system 

Internal audit An examination made by school dis- 
trict employees whose duty it 1$ to make contin- 
uous or periodic checks on the reliability of the 
' school district's accounting and reporting proce- 
dures. 

Internal control A plan of organization under 
which employees' duties are so arranged and 
records and procedures so designated as to pro- 
vide a system of self^checking. thereby enhanc- 
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ing accounting control om assets, liabilities, 
income, and expenditures.HfndH.sach a system 
the employee's work is subdivided ^so that no 
one employee performs a complete cycle ,of 
operation; such procedures call for proper 
authorization by designated officials. 
Intrabudget transfers Amounts transferred from 
one appropriation account to another within the 
same fund. 

Inventon A detailed list showing quantities and 
. description of propem on hand at a given time. 
It may also include units of measure, unit prices, 
and values. 

Investments Disbursements of casli for the pur- 
pose of generating income. 

Imestment in fixed d\sets The book value of fixed 
assets. 

Imoue An itemized statement ol charges for mer- 
* chahdise sold or services rendered to the pur- 
chaser 

Job account An account established to record t lie 
accumulation of costs of a specific piece of 
work work orders showing' charges for material 
and labor ifsed. 

Journal Any accounting record in which the finan- 
cial transactions of the school district are for- 
rnalK recorded for the^ first time e.g , the cash 

. receipts book, check register, and journal 
voucher 

Journal xniuher A form provided for the record- 
ing of certain transactions or information in 
place of. or supplemental to, the J0rnn\ or 
registers 

Judgments Amounts due to pc paid or collected 
b\ the school district as the result of court deci- 
sions 

Ledger A group of accounts in which are recorded 
the financial transactions of a governmental -unit 
or other organization (See also general ledger 
and appropriation ledger ) 

Lei el A division of the management levels described 
by the program structure of the district 

Le\ \ The imposition of taxes or special assess- 
ments for the support of governmental activities,'" 
also, the total amount of taxes, special assess- 
ments, or service charges imposed by a govern- 
mental unit y 

Liabilities Legal obligations (exclusive of encum- 
brances) that are unpaid. 



Life span (grade span) Broad group classification 
of pupils or students according to age and prog- 
ress; i.e., preformal, elementary, secondary, and 
adult. 

Long-term loan A loan that extends for more than 
Overyears from the date the loan was obtained 
and is not secured by serial or term bonds. 

Lump-sum appropriation An appropriation made 
for a stated purpose or for a named department 
without the amounts that may be spent for par- 
ticular object classifications being specified. 

Modified assessed valuation Local assessed valua- 
tion adjusted by application of a ratip known as 
the Collier Factor and other factors when appli- 
cable, e.g., motion picture, Redevelopment 
Agency, and so forth. 

Modified cash basis (modified accrual basis) Any 
method of accounting that combines the con- 
cepts of cash basis accounting with those of 
accrual accounting 

Multnear financial plan A plan that presents 
financial estimates of programs in tabular form 
for a period of years These estimates should 
reflect tile future financial impact of current 
decision's. The data m the^vlYFP should be orga- 
nized along the lines of the program structure. 

Object As used in an expenditure classification, a 
term 'that applies to the article purchased or the 
service obtained. 

Obligations Amounts that the school district may 
be legally required to meet out of its resources. 
They include not only actual Labilities but also 
unliquidated encumbrances. (See also liabilities ) 

Order (for paxmentl A written demand of tile gov- 
erning board of a school district requiring the 
county superintendent of schools to draw his 
requisition on 'the county auditor for the pay- 
ment of a claim against the school district. 

0\erdratt The amount by which checks, drafts, or 
other demands for payment on the treasury or 
on a bank account exceed the amount of the 
balance upon which they are drawn, or the 
amount by which encumbrances and expendi- 
tures exceed the appropriation to which they are , 
ehargeaole 

Oxerhead Elements of indirect cost necessary in 
the operation of the school district or in the 
performance of a service that are of such nature 
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that the amount applicable to each accounting 
unit cannot be determined readily and accurately 

Override tax rate A tax rate levied at the discre- 
tion of the school board for a specific purpose. 
The tax income received' from this sburce may 
be used'only for the designated ,purpos£' Over- 
ride tax rates may be levied in addition'to the 

* genera] purpose tax rate v 

Par value The price at which securities are issued. 

Pa v roll register A document accompanying one or 
more orders on a school district fund for the 
payment of salaries or wages to employees- that 
contains the names of such employees and pro- 
vides information substantiating such orders. 

Pax roll warrant A document used as an order or a 
requisition on funds of a school district for the 
'purpose of paying salaries or wages. 

Personal pronertx^tAW propert> except real estate 

Pettx i ash A sum of money set aside for the pur- 
pose of making change or immediate payments 
of small amounts. (See also rexohing cash 
f iu\d ) . * 

Prepaid expenses Items for which payment has 
been made but for which benefits have not been 
realized as of a pertain date, e.g . prepaid rent, 
prepaid interest, and premiums unexpired 
insurance Benefits rfnd corresponding charges to 
expenses will be borne." in future accounting 
periods 

Prior (ears tJw\ Taxes collected" within the cur- 
rent fiscal year tor levies in previous fiscal years 

Program C noun J A group of related activities^n- 
sisting of a unique combination of objects that 
operate together to accomplish commou'ends 

Program auountinv A system of accounting m 
which records are maintained to accumulate 
income and expenditure data by program. (See 
Part I of this manual ) 

Program c osts Costs incurred and allocated by pro- 
grams rather than by organizations Program 
costs should be those direct costs that are essen- 
tial, to maintain the program (See also direct 
( osts ) 

Program definitions See Part I and Exhibit I-D in 
this manual 

Program structure The hierarchical arrangement of 
programs that represent the interrelationship of 
activities to goals and objectives. The program 
structure contains categories of activities with 



common outputs and objectives. Programs may' 
cut across existing departments and agencies. 

Propertx tax rate See tax rate ' 

Proprietarx account An account reflecting the 
assets and liabilities of the district. 

Prorating The allocating of expenditures or 
income from a single source (o two or more 
accounts to show^kte correct distribution of 
charges or income^^ 

Protected taxes Tax money paid under protest and 
held by the county auditor pending settlement 
of the protest. 

Purchase order A document which, issued to a 
vendor, authorizes the delivery of specified mer- 
chandise or the performance of certain services 
and the making of a charge for them 

Real property Property consisting of land, build- 
ings, minerals, timber, landscaping, and all 
improvements thereto. 

Rebates Abatements or refunds 

Receipts, nonrexenue Amounts received that 
either incur an obligation that must be met at 
some future date or change the form of an asset 
from property to cash and therefore decrease 
the amount and value of school property 
Money received from loans, sale of bonds, sale 
of property purchased from capital funds, and 
proceeds from insurance adjustments constitute 
most of the nonrevenue receipts^ 

Receipts revenue Additions to assets that do not 
incur an obligation that must be met at some 
future date and do not represent exchanges of 
property for money 

Reclassification Redesignation of current year's 
income or expenditure iterris previously posted 
to one account and later determined to be more 
properly charged to a different account 

Refund An amount paid back or credit allowed on 

account of an overcollection 
Registered warrant A. warrant that is registered by 
the county treasurer for future payment on 
account of present lack of funds and that isjo 
be paid with interest in the order of its registra- 
tion. 

Registers A listing of transactions of like kind that 
may be totaled and summarized for convenience 
in posting, eg , payroll registers, warrant regis- 
ters, and attendance registers 
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Reimbursement Cash or other assets received as a 
repayment of the cost of work or services per- 
formed; or repayment of other expenditures 
made for or on behalf of another governmental 
unit, fund, or department. (See also refund.). 

Requisition A document submitted initiating, a 
purchase order to secure specified articles or ser- 
vices. ^ 

Reserve An amount set aside te provide for esti- 
mated future expenditures or losses, for working 
capital, or for other specified purposes. 
^Re\ene for encumbrances A reserve fepresenting 
a the segregation of a portion of a fund balahce to 
r provide' for unliquidated encumbrances. Sepa- 
rate accounts may be maintained for current and 
prior y ear encumbrances. 

Resources All assets owned including land, build- 
ings, cash, estimated income not realized, and. in 
certain funds, bonds authorized but unissued. 

Restru ted funds Monies the use of which is re- 
stricted} legal' requirements 

Re\enue Addition to assets not accompanied b> 
an obligation to perform service or deliver 
products 

Rexolvinz cash fund A stated amount. of money 
used pnmanl} for emergency, or smalLor sundry 
disbursements and reimbursed periodically 
through properly documented expenditures, 
which are summarized and charged to proper 
accounting classifications 

Sales and use tax Tax^mposed upon the sale and 
consumption of goods and services. It can be 
imposed as a general tax on the retail price of all 
goods and services sold within the school system 
jurisdiction with few or limited exemptions or as 
a tax upon the sale or consumption of selected 
goods and services Separate accounts may be 
maintained for general sales ^axes and for selec- 
tive sales taxes 

Sthedules Explanatory or supplementary state-' 
merits that accompany the balance sheet or 
other financial statements 

Secured roll. Assessed value of real property, such 
as land, buildings, secured personal property, or 
anything permanently attached to land as deter- 
mined by each county assessor. 

Securities Bonds, notes, mortgages, or other forms 
of negotiable or nonnegotiable instruments. 
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Self-contained classroom A classroom in which a 
teacher usually instructs one group of students 
in a majority of the instructional programs for a 
school year. Self-contained classrooms are usu- 
ally found at the elementary school level. 

Serial annuity bonds Notes or other evidences of 

' obligation in which the annual payment of prin- 
cipal and interest combined are approximately 
the same each year. 

Serial bonds Notes or other evidences of obliga- 
tion redeemable by installment, each of which is 
to be paid out of income of the year in which it 
matures. 

Shared revenue Revenue levied by one govern- 
\ mental un^t but shared, usually in proportion ta 
the amount collected, with another unit of gov- 
ernment or class of governments. 
. Short-term loans A loan payable in five yeajs or 
less but not before* the end of the current fiscal 
year. (See also current loans ). 

Site The location of a school or a central adminis- 
trative unit. * 

Sonne document Any voucher or other da^fthat 
supports ^n entry in the accounting records. 

Special audit An examination of the accounting 
* records 'having a specific purpose, or a general 
«- examination in addition to or in extension of 
the usual examination. 

Specifications Those particular qualities required 
of products or services. , , 

Statements- Formal written presentations setting 
forth financial information. The term includes 
exhibits, schedules, and written reports: 

State Schffol Fund Monies provided by statute to 
the State Department of Education for distribu- 
tion to school districts on a predetermined 
formula. 

Stores Goods on hand in storerooms subject to 
requisition. ^ 

Student body fund A funa to control the receipts 
and the disbursements of student . association 
# activities. 

Subsidiary account A related account that sup- 
ports in detail the debit and credit summaries 
recorded in a controlling account. - 

Subsidiarx ledger A group^f subsidiary accounts, 
the sum of the balances of which equal the bal- 
ance of the related controlling account. 
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Subvention Provision of assistance or financial 
support, usually from a superior governmental 
unit 

Summary. Consolidation of like items for account- 
ing purposes. 

Supply A material item of. an expendable nature 
• that is consumed, wears out, or deteriorates in 
use; or one that loses its identity through fabri- 
cation or incorporation into a different or'more 
complex unit or substance. 

Surety bond A written promise to pay damages or 
to indemnify against losses caused by the party 
or parties named in the document through non- 
performance* or through def^fction; e.g., a 
surety bond given by a .contractor or by an offi- 
cial who handles cash or securities. 

Surplus TJie excess of assets over liabilities. 

Suspense account An accounj to which postings 
are made temporarily pending determination of 
the proper account to be charged or credited. 

Suspense clearing An account that carries tempo- 
rarily pending charges or credits to the proper 
account or accounts to which they are to be 
posted. 

Tax anticipation notes Instruments ftwri to 
secure monies borrowed in expectation of 
receipt of tax-funds. 

Tax liens Claints by governmental units upon 
properties for which taxes levied remain unpaid. 

Tax rate The amount of tax stated in terms of a 
unit of the tax base. , 

Tax rate limit The maximum rates of tax that a 
governmental unit may l^vy. 

Tax redemption Proceeds from the sale of tax- 
delinquent property. 

Tax relief subvention's Funds ordinarily^ paid to 
compensate for taxes lost because of tax relief 
measures. f 

Tax^ roll The list showing the amount of taxes 
levied against each taxpayer or property. 

Taxes Compulsory charges levied vyithin Its bound- 
aries by a governmental* unit against the income 
or property of persons, natural qv corporate, to 
support its activities. 
Taxes receivable An asset account representing* the 

uncpllected portion of taxes levied. 
Term bonds Bonds of the same issue maturing at a 
specified time or for a specified period. 



Test check. The verification of selected items on 
the assumption that those selected are represen- 
tative of the entire &oup from which they are 
selected. If no errors are found, the unchecked 
items in the group aje assumed to be correct. 

Trade discount A reduction of the list price, usu- 
ally expressed as a percent.and related to volume 
- m of business transacted, fthe term is not to be 
conftised with cash discount ) 

Trailer coach fees Assessments collected from 
owners of trailer homes, which constitute per- 
sonal property used in lieu of taxable real 

' property. 

Transfer In terdistrict or interfund payments-or 
receipts not chargeable to expenditures or cred- 
ited to income. Certain budgfet revisions are 
bften referred to as transfers. 

Trial balance A list of tlie balances of the accounts 
in a ledger kept by double entry, »with the debit 
and credit balances shown "in separate columns. 
If the totals of the debit and credit columns are 
equal or if their net balance agrees with a con- 
trolling account, the ledgers from which the 
figures are taken are said to be "in balance." 
« Trust fund A fund consisting of resources received 
and held by the school district as trustee to be 
expended or invested in accordance with the 
conditions of the trust. 

Tuition An amount chained for educational ser- 
vices prdyided to a student. 

Umppwpriated fund balance. The portion of a 
fun4 balance not segregated for specific pur- 
poses. All assets and estimated income available 
Tor appropriation are credited to the account 
and Gene rah Reserve; budgeted appropriations 
anQ other obligations are debited. The net value . 
of the account represents the unappropriated 
fund balance. 
Unencumbered balance That portion of an appro- 
priation or allotment not yet expended or obli- 
gated. 

Unit cost The total expenditure for a product, 
program, or service divided by the total quantity 
obtained or some other quantitative measure; 
e.g., total expenditure divided by number of stu- 
derits equals cost per student. 

Unrealized income. Esti mated income less income 
received to date; also, the estimated income for 
the remainder of the fiscal year. 
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Unsecured roll Assessed value of personal property 
other tKan secured property, ^ 

Voucher. Any document that supports or verifies a 
certain ti^nsaction. 

Voucher warrant A form embodying a\varrant. 
and voucher in one document. 

Warrant A written order drawn by the governing 
hoard or its authorized officerfs) or em- 

• ployee(s), approved by the county superin- 
tendent of schools, and allowed by the county 
auditor, directing the county treasurer to pay a 

specified amount to a designatedipayee. 
. i 
Warrants pax able The face amount of warrants 1 

outstanding and unpaid. ^ 



Withholding The process of deducting from a sal- 
ary or wage payment an amount, specified by 
law or regulation, representing the estimated 
federal or state income tax of the individual that 
the employer must pay to the taxing authority. 

Work in process An asset representing the value of 
partially completed work. 

Work order A written authorization for the per- 
formance of a particular job containing a de- 
scription of the nature and location of the job 
and specifications for' the work to be performed. 
Such authorizations are usually assigned job 
numbers v and provision is made for accumulat- 
ing and' reporting^ labor, material, ,and other 

• costs, - m 
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Part VIII 

Data Processing Terminology 



Alpha JThe term used to indicate letters of the 

- alphabet as oppQsed to numbers. 

Alphanumeric A term used to indicate a combina- 
tion of letters, numbers, and special symbols 
such as punctuation or mathematical notation. 

Automated data processing (ADP). The continuous 
integrated operation of data processing in which 
automatic machines are used, different from 
manual data processing. 

Batch A controlled greup of data gathered to- 
gether for processing or balancing. 

Batch processing A technique by which items to 
be processed must be coded and collected into 

. groups before processing. 

Binary number system An internal numbering 
system incorporated by computers which uses a 
base of two, expressed as 0 or 1 ^as opposed to 
the decimal system, which uses a base of ten). 

Block diagram A graphic presentation of a system, 
computer, or program in which selected portions 
are represented by boxes and interconnecting 
lines. (See also flow c hart. ) 

Bug A mistake, malfunction, or omission in the 
design of a program or computer. 

By-product information Data, which, as a result of * 
being tabulated in a ' particular fashion or as a 
result of being processed for other than the area 
^ of specific design, becomes available for existing 
records created for an entirely different purpose. 

Card punch A machine that encodes data into tab- 
ulating cards in the form of a pattern of round 
or rectangular holes; card punches may be acti- 
vated tyy a computer or from a keyboard. (See 
dh6 key punch.) 

Cathode ra\\ tube (CRT). A device similar to a tele- 
vision screen upon which data can be stored or 
0 displayed. 



Central processing unit (CPU) That portion of a 
computer containing the arithmetic, logic, con- 
trol, and in some cases, main storage units- 

Character reader A machine that optically scans 
alphabetic, numeric, or special characters pre- 
viously entered on a document (usually by high- 
speed printer, typewriter, or imprinter). 

Code A system of rules or signals for using a set of 
characters to represent data or instructions. 

Collating Comparing and merging two or more 
similarly sequenced groups of items into one 
sequenced group. 

Common Business-Oriented Language (COBOL) A 
computer programming language using basic 
English phrases designed for business applications. 

Common language A single code used by several 
devices (for example, typewriters, calculators, 
and transmitters) manufactured by* different 
companies. 

Compilation Preparation of a machine language 
program ISy^ranslation of each symbolic coded 

: instruction into two or more machine language 
instructions. 

Data Basic elements of information-facts, num- 
bers, letters, or symbols-with or without a com- 
puter. 

Data collection The act. of bringing data from one 

or more points to a central point. 
Data communication The transmission of data 

from one point to another. 
Data processing' A series of planned actions.and 

operations upoq^data to achieve a desired result. 
Data processor A group of people and/or machines 

organized and acting together to process data v 
Debugging Finding and removing "the mistakes 

from the,design of a program or computer. 
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Electronic data processing (EDP) A term referring 
to equipment that processes data by electronic 
means; i.e., analog and digital computers. 

Flow chart A graphic representation of the major 
steps of work in process. (See also block diagram. ) 

Fortran (FORrwxla 77?/4Nslation). A programming 
system that converts mathematical statements 
into computer language. 1 

Hard cbpv Any printed copy of machine output; 
e.g., ^reports, listings, documents, or other copy 
in the form printed out by a computer. 

Hardware The physical equipment or devices, 
which together comprise a computer and associ- 
ated data processing machines; the mechanical 
or machine portion of a computer system. 

Information Facts and intelligence that result 
from data processing-operations. 

Information retrieval The methods and procedures 
for recovering specific information from stored 
data. 

Input Transfer of external information into the 
central processing unit or into an intermediate < 
data-pTocessing storage device* 

Inquiry station A remote terminal device, such as 
a typewriter keyboard, from which interrogation 
of the contents of a computer's storage can be 
made. * 

Key nunc h A card punch activated by a keyboard. 
(See also card punt h ) 

Language A system for representing and communi- 
cating information between people and/or 
machines. 

Lines per minute (LPM) The rate of printing speed 

„ of output printers. 
Magnetic disc A flat, circular plate with 'a surface 
that can be magnetized to store data. 

Magnetic tape Ar plastic or mylar strip coated with 
a metallic oxide upon which data- can be 4 re- 
corded in magnetized spots. 

Mark reader A machine that optically scans marks 
entered (usually manually) in specific posi- 
tions on a form and assigns values based on such 
positions. 

Mark sense Pencil strcfkes generally entered on 
bubbles on a punch card th^|<Stttbe read elec- 
trically by a machine.* 

Optical character recognition (OCR). A general 
term referring to the technique of using ma- 



chines for optical reading of characters, symbols, 
or marks from a printed input document. 

Optical scanner A device that optically reads 
^inted or written data, which is stored or 
entered into a computer. ' N 

Output Information transferred from internal stor- 
age to output devices to produce cards, tapes, 
business forms, reports, and so forth. 

Paper tape A ribbon-like strip of paper, one inch 
or less in width, used as a means of recording 
data in the form of coded perforations/ 

Peripheral equipment The auxiliary machines that 
may be placed under the cofitrol of the central 
computer; e.g., "card readers, punches, and "high- 
speed printers. 

Printout Display of computer-processed informa- 
tion as hard copy. 

Program A series of instructions that tell the com- 

• puter in minute detail how to process data. 

Programmer A person who prepares problem- 
solving procedures and flow charts and who may 
also write anH debut programs. 

Random access A storage technique in which the 
computer can finc^ne bit of data as quickly as 
any other, regardless of its specific location in 
storage, without requiring a sequential storage- 

Real-time processing A method of processing data 
in which the machine *begins to function at the 
moment of initial input so that there is virtually 
no passage of time between inquiry and result. 

Software ' Written programs and routines used to 

extend tlfe capabilities of computers. 
^Source document Any form from which -data are 
taken for processing. 

Storage The retention of data for future retrieval 

Test routine A program designed to show whether 
or not a computer is functioning properly. 

Throughput* Productivity based on all facets of an 
operation, e.g., a computer that can read, write, 
» s and compute simultaneously, would have a high 
ttiroughput rating processing throu^i the system. 

Time-sharing Using a computer to process multiple 
requests by independent users and providing 
responses rapidly so that each user feels that the 
^ computer is entirely at his disposal. 

Unit record equipment Computerized auxiliary 
equijJment such as card readers, collators, and 
interpreters. x 

Updating Revising so as to include current data. 
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Other Publications Available from the Department of Education 

California School Accounting Manual is one' of approximately 450 publications that are available from 
• the California State Department of Education. Some of the more recent publications or those most widety 
u§ed are the foDowing %t m - 



Account^ Procedures tor Student Organizations ( 1 979) ( . 1 

Administration oi the School District BudgeM 1 9*75) (includes 1977 supplement) 
Administration of the School Distr^J Risk Management Program (1977) 
Attendance and'f nrollment Accounting in California Public Schools ( 1 977) 
Bilingual Program, Policy, and Assessment Issues (1980) - , 

California Guide to Pajent Participation in Driver Ldueanon (197£) 
^ California Private School Directory * % % 

California Public School Directory * * • » 

California Public Schools Selecte^Statistics 

California School Business Procedures in Management In-service Training (1980) 
California. School 1 nergy Concepts ( 1 978) « 
Call! ornia Schools Bey oncl Serrano (1979) 
CBF DS Data Users' Guide ( 1 981) * * 

Discussion Guide tor the California School Improvement Program ( 1 978) "* * 

District Master Plan for School Improvement ( 1 979) 

\ ducation ot Gifted and Talented Pupils ( 1 979) 
* English Language 1 ramework for California Pu^rTc'^.hools ( 1 976) — fc 

Fstabhshing SchookSite Councils Jhe/Caliiornia School Improvement Program ( 1977) 
, foreign Language 1 rameu ork lor California Public Schools ( 1 980) 

(juide for Multicultural 1 ducation Content and Context (1977) ^ 

Guide to C Atornia^Private Postsecondary Caree/l ducation (1980) , 

Guidelines and Procedures for Meeting the Specialized Healttf Care Needs 
of Students (1980) ^ ^2>v ^ 

Handbook for Instruction* on Aging ( 1 978) ^^L*V ^ 

Handbook for Planning an Kffective Reading Prg^m ^s9) 

A Handbook Regarding the Privacy and Disclosure o^PupnN^corlls ( 1978) 

Health Instruction I ramework for California Pubhc Schdols (f£78) 

Improving the Human Lnvironmen! of Schools ( 1 979> 

Liability Insurance in Cahfornia Pubhc Schools ( 1 978) 

Loss Control Supplement, Administration of the Risk Marragemcnt'Program ( 1 
Manual of f irst Aid Practices tor School Bus Dnvers^t980) > * . 
New I ra in Special Lducation California's Master Plan in Action ( 1 980) 
Parents Can Be Partners ( 1 978) 
Pedestrian Rules ©f the Road in California (1979) 
Pedestrian Rules of the Road in California- Pnmajy Ldition (1 980) 
Physical Education for Children ,*Ages 1 our Through Nine (1978) 
Physical Performance Test for California, Revise^ Fcktion "( 1981 ) 
Planning for Multicultural Education as a Part of School Improvement (1979) 
Planning Handbook ( 1 978) 0 
Proficiency Assessment in California A Status Report ( 1 980) 
Putting It Together with Parents ( 1 979J 
Readirff 1 ramework for California Public Sc'hools (1980) 
* Report of the Afl Hoc Committee on Integrated 1 ducation Programs ( 1 978) 
School Bus Inspection and Maintenance Guide ( 1 978) 
Science I ra^mework for Cahfornia Public Schools ( 1 978) 
Socral Sciences Education I ramework for California Public Schools < 1975) 
State Guidelines for School Athletic Programs (1978) 
Student Achievement in California Schools 
Students' Rights and Responsibilities Handbook ( 1 9801 
. f each ing About Sexually J**nj>m it ted Diseases ( 1 980) * 
A I' nil led Approach to Occupational Education Rep%t of the Commission 

on Vocational Education (1979) 
Work Permit Handbook for C ahfornia Public Schools ( 1 976) 

Ortfers should be directed to 

California State Department of Education 
PO Box 271 ~ ^ 

Sacramento. CA 95802 
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'Remittance or purchase or*der must accompany order Purchase orders withput checks are accepted only 
from government agencies in California Sales tax should Je added to all orders from California purchasers. 

A complete^ of publications available from the Department may be gbtained by writing to the address 
Jisted above. , 



t Also available in Spanish. >t the p*ncc indicated. 
•Developed for implementation of AB 65. 
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